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UST as a man’s office has become the badge of his 
achievement and prestige in American Business 


Culture .. . Stow & Davis Furniture has become the 


quality standard by which a fine office can be judged. 


STOW & DAVIS 


EXECUTIVE FURNITURE MANUFACTURERS 


GRAND RAPIDS, MICHIGAN 
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"A UJ [ 0) G R A PH attends the Paris fashion openings 


...and carries on at the 


home office, too!” 


says NEIMAN-MARCUS, 
famous fashion leaders 
of Dallas, Texas. 


@ Mr. Stanley Marcus (shown above at with AUDOGRAPH 
the 1950 Fall Fashion opening chez Christian Dior, 
leading French couturier), who travels 

extensively in the interests of his business, says: 
“I couldn't get along without my Aupocrapu. 
Reporting the Paris openings by AupocGRAPH 

is an important part of my routine!” 


@ NEIMAN-MARCUS in Dallas, ‘Texas, is not only the 
leading retail store in the great Southwest—but 
also boasts of customers throughout the United 
States and all over the world. They pride themselves 
on fashion alertness, on progressive merchandising 
—and on modern means of doing business. 

In this, the AupocrapPH Electronic Soundwriter 
plays an important part. It is at the elbow of every 
executive for dictation and telephone recording. 
AupocraPus are located conveniently throughout 
the store where buyers may have access to them 


for dispatching written communications while 
still engaged in their supervisory work. 

The same capacity for stepping up individual 
and organizational output by AupocrapH Sound- 
writing is available to any type of business—no 
matter how small or large. For full facts concerning 
this important aid to business, use the attached 
coupon. ‘You'll be miles... and money ahead. 

Made by The Gray Manufacturing Company— 
established 189]1—originators of the Telephone 
Pay Station. 


GD 
GAUDOGRAPH. = 


se THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


AUDOGRAPH sales and service in 180 principal cities of 
the U.S. See your Classified Telephone Directory—under 
“Dictating Machines.”” Canada: Northern Electric Com- 
pany, Ltd., sole authorized agents for the Dominion. 
Overseas: Westrex Corporation (export affiliate of 
Western Electric Company) in 35 foreign countries. 


TRADE MARK “AUDOGRAPH™ REG. U. S. PAT. OFF 


December, 1950 
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The office that gave me a sales talk 


“Harry Simpson has given 
me sales talks about his com- 
pany for several months. A 
few days ago I was in his 
building and stopped at his 
office. 

“T have never thought that surroundings 
made too much difference, but Harry's 
general office gave me a sales talk that 
changed my mind. It radiated quiet effi- 
ciency and comfort. Not that it was fancy— 
it just looked like a place where people did 
things well and enjoyed doing them. That 


For pictures of “Y and E” steel } 
office equipment, write for book- 

let No. 4002-487. There is a“Y } 
and E” representative in your 
community. Call him for help in 
planning an effective office. 


1045 JAY STREET - ROCHESTER 3,N.Y., U.S.A. 
OFFICE MANAGEMENT AND EQUIPMENT 


office said to me very clearly—'Simpson 
knows how to run a business.’ 

“The result? Well, Harry has a new 
customer and I am doing over my office.” 

“Y and E” equipment can help you make 
your office into an effective sales tool— 
and “Y and E” equipment will help get 
the work done after you have made the 
sale. Call a “Y and E” representative for 
suggestions and details. Pictured above 
is an installation of the 6600 line—one of 
several distinguished lines designed and 
manufactured by “Y and E.” 


' Also Makers of Quality Filing Systems and Supplies ~ 


December, 1950 
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Office 
Management 


1950 
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DECEMBER 
Volume 11 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 


Talk Up! 

WITH OFFICES as dependent as 
they are on the schools for the new 
employees they must have, there is 
need for the best possible degree of 
communication between office and 
school as to the kind of office em- 
ployees currently most in demand 
and the opportunities afforded to 
these employees in the office. 

Many young people are plunged 
into office work without the proper 
comprehension of their new environ- 
ment or the lines of advancement 


open to them, because the average | 


office does not do its part in keeping 
the schools informed of the changing 
trends of requirement in the office 
labor market. Schools in general try 
to provide themselves with this infor- 
mation and to fit their guidance and 
instruction to it, but if the offices 
won't make clear what it is they want, 
they won’t get what they want. 


We think the schools in any com- 
munity would welcome more talks by 
office executives aimed to inform and 
inspire those who are to be our em- 
ployees of tomorrow. Talk up, office 
people! 
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BOOKS AND PAMPHLETS 


Standard Handbook for Secretaries, 
the new and sixth edition, is an- 
nounced by the Gregg Publishing Co., 
business education division, McGraw- 
Hill Book Co., Inc., 330 West 42nd 
St., New York. 

This authoritative book presents up- 
to-date factual information that is re- 
quired by every office secretary, stu- 
dent of business training, and business 
teacher. The volume has been revised 
to include all the latest changes in 
information of importance, and it is 
thoughtfully indexed. 

Written by Lois Hutchinson, the 
handbook includes in its pages more 
precise definitions in the section on 
English; revised section on abbrevia- 
tions; new trade mark and copyright 
information; additions and changes in 


names of government agencies and de- 


3 m, , 
Commercial Controls All-Purpose Postal Scale (30 Lb. Cap.) 


partments, more useful 


topics in all. 


than thirty 


AMA Handbook of Wage and Sal- 
lary Administration, edited by M. 
Joseph Dooher and Vivienne Marquis, 
is the first “complete guide to help 
administer a wage and salary program 
scientifically, efficiently, and equi- 
tably,” says the publisher, American 
Management Association, 330 West 
42nd St., New York. 

This cloth-bound, indexed manual 
of 416 pages, brings the reader a care- 
fully edited and integrated compilation 
of the best materials on wage and 
salary administration that AMA has 
published, as well as new AMA re- 
search on wage surveys, office salary 
administration, and job-analysis and 


You'll Save Postage Dollars with 


PRECISION CC SCALES! 


_ ppeegeouape Conrro s Precision Scales 
are now available with the new air 
mail rates, effective November 1, 1950. 
Be sure your scale is up-to-date. Be sure 
it’s Commercial Controls. 

The CC All-Purpose Postal Scale 
shown above gives instant, exact com- 
putation of postage on first class, air 
mail, third class, surface and air parcel 
post, and book rate on weights up to 30 
pounds for all domestic zones. Packages 
or correspondence slide easily from any 
direction onto its rugged platform. Wide- 
view chart lights up automatically, snaps 
into position, is read easily through a 
magnifying lens. 


PARCEL POST SCALE (70 LB. CAPACITY) 


This precision unit gives instant, exact 
computation of surface and air parcel 
post, third class and book rate postage on 
weights up to 70 pounds. 


COMMERCIAL CONTROLS LETTER SCALE 


Weighs and _indi- 
cates exact postage 
on all classes of 
mail. Patented V- 
type platter holds 
envelopes, packages 
and round mailing 
tubes. Two capac- 
ities: 20 ounces and 
3 pounds. 


po-c-n-n-nrrnrn-n- 


COMMERCIAL CONTROLS CORPORATION, 1 Leighton Ave., Rochester 2, WN. Y. 
0 Please send me complete information on CC Precision Scales. OM-120 
©) Please have your representative call. 

© Send your free wall chart of new air postal rates. 


| 
OMMercial F 


ins ii 
CORPORATION Address 
City. Zone. State. 
6 OFFICE MANAGEMENT AND 
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job-evaluation forms, and an 
date bibliography. 

With the new book, one can set up 
a formal program plan that “can 
minimize wage and salary grievances 
and union disputes ...a plan that can 
save money by giving better control 
over payroll costs ... a plan that 
meets the special needs of any size 
company.” 

The 34-chapter book is priced, be- 
fore December 20th, at $3.75 to mem- 
bers; $5.75 to others. After December 
20th, it can be purchased by members 
for $5; $7.50 to others. 

Another AMA publication available, 
is the 35-page pamphlet entitled Wage 
Policy and Problems in a Prepared- 
ness Economy. It is designated as 
No. 136 in the Association’s Personnel 
series, and may be purchased at $1 for 
members; $1.25 to non-members. 

This pamphlet contains papers 
which were presented at the Fall con- 
ference of the AMA, among them 
“The Thinking Behind the 1950 Gen- 
eral Motors Agreement’; “Impact of 
Mobilization on Company Wage and 
Salary Structures”; “Collective Bar- 
gaining in a Transition Economy”; 
“Economic Issues in Labor-Manage- 
ment Relations,” and “Trends in the 
Wage and. Salary Picture.” 

A catalog of publications of the 
AMA covering February, 1932, to 
November, 1950, is also available. In- 
formation on it and other works can 
be obtained from the Association 
(lirect. 


up-to- 


Standards Are Your Business is the 
title of a 24-page pamphlet produced 
by the American Standards Associa- 
tion, 70 East 45th St., New York, the 
clearing-house for engineering, com- 
mercial, consumer, and safety stand- 
ards in the United States. 

The booklet is an effort by the or- 
ganization to explain itself and its 
work to the heads of American corpo- 
rations. It emphasizes the value of 
standards of nation-wide scope, rather 
than company or industry standards, 
and tells how these standards mean 
dollar savings to manufacturer and 
consumer alike. 


Accounting problems involved when 
two or more corporations are com- 
bined into a single corporation, wheth- 
er by merger or purchase, are clarified 
in Bulletin No. 40 made public recent- 
ly by the committee on accounting pro- 
cedure of the American Institute of 
Accountants, 270 Madison Ave., New 
York. 

The committee takes the position 
that when there is a true pooling of 
interests, it is not necessary to estab- 
lish a new basis of accountability, and 
the surplus or retained income of the 
pooled corporations may be carried 
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Now I know why the Sieelvae Stenographer’s Desk 


is so wonderful to work at! 


Famous Steel Age Desk comfort doesn’t “just happen”’. In the 
case of the popular Stenographer’s Desk, for example, there are 
several great Steel Age features that make for extra work-ease 
and efficiency. The adjustable gliders, for instance, make it easy 
to achieve just the right typing height for any girl—tall or short. 


> 


The sloping stationery shelves of the top 
drawer make every stenographer her own 
efficiency expert! They keep letterheads, 
second sheets, carbon sheets and forms 
separate, clean and easy to get at. 


a. 
<< 


Stenographers who need handy filing space 
can have their own optional vertical file 
drawer. It fully extends from the desk, 
glides smoothly open—even to a light fem- 
inine touch—on ball bearing suspensions. 
No wonder stenographers everywhere are 
asking for Steel Age! ay 

_— 
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STATEMENTS, 
FORM LETTERS, 


BULLETINS 
HERE... 


TAKE THEM OF 
FOLDED 
READY FOR 
MAILING 


MERE... 


“That's 

time-saving, 
cost-cutting 
efficiency 


FOLDING 


with a Davidson MACHINE 


Now you can fold your regular mailings without 
overtime, without upsetting office routine, without 
delay. Install a Davidson Model 120 and watch one 
girl do the work of 10 to 20. And watch your Davidson 
pay for itself even when used as little as once a month. 


Any girl can operate it. Adjustments are few and 
simple. Handles light and heavy paper from 3” x 3” 
to 10” x 14”. Sturdily built for years of trouble-free 
service. And it’s yours on easy terms. Thousands now 
in use. 


Our new “fact book” on office folding shows how you 
can cut costs. Write for your copy today. 


DAVIDSON CORPORATION 
A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 


1038-48 Vest Adams Street, Chicago 7, Illinois 
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over to the new or surviving company. 
In this case, the assets should be car- 
ried over at their previously stated 
value. If there is a purchase, on the 
other hand, assets should be recorded 
at cost to the acquiring company. 

The bulletin points out that “for 
accounting purposes, the distinction 
between a pooling of interests and a 
purchase is to be found in the attend- 
ant circumstances rather than in the 
legal designation as a merger or a 
consolidation.” 

A pooling of interests is defined by 
the bulletin as having “all or substan- 
tially all of the equity interests in pre- 
decessor corporations continue, as 
such in a surviving corporation.” This 
corporation, the bulletin explains, can 
be either a predecessor corporation or 
one created for the purpose. Such 
considerations as the relative size of 
the two corporations, and the con- 
tinuity of the managements, may also 
have some bearing in selecting the 
proper accounting treatment. 

The bulletin was issued with the 
uuanimous approval of the Committee 
on Accounting Procedure after con- 
sultation with other organizations 
which have an interest in the problem. 


Changes in pension plans, due to 
revision of the Social Security Act 
and also to such factors as inflation, 
increased number of persons eligible 
for retirement, etc., are featured in a 
booklet entitled Balance in the Realm 
of Pension Planning, issued by Con- 
trollers Institute, 1 East 42nd St., 
New York. This is one of a series of 
four pamphlets containing papers pre- 
sented at the organization’s recent 19th 
annual meeting in Chicago. 

Contents include: “Economic 
Aspects Relating to Industrial Pen- 
sions,” by Walter H. Dupka, vice- 
president and controller, Jones & 
Laughlin Steel Corp., Pittsburgh; 
“Pensions and Their Impact on Cor- 
porate Financial Planning,” by Arthur 
Stedry Hansen, consulting actuary, 
Chicago; “Changes in Pension Plan 
Provisions,” by W. B. Dunckel, vice- 
president, Bankers Trust Co., New 
York; “Accounting for Pensions in 
the Balance Sheet and the Profit and 
Loss Statement,” by Roy Andreae, 
partner in Price, Waterhouse & Co., 
Chicago, and “Actuarial Factors and 
Funding Requirements,” by Frank L. 
Griffin, actuary, Wyatt Co., Washing- 
on, 2. €. 

Papers on human relations, govern- 
ment relations and personnel practices 
are combined in a second pamphlet 
entitled “Balance in the Realm of So- 
cial Ideas,” named after the opening 
article by Clarence B. Randall, presi- 
dent of Inland Steel, Chicago. Other 
titles in this booklet include: “Gov- 
ernment Controls on Business,” by 
John T. Chadwell, Chicago attorney; 
“The Controller’s Role in Labor Re- 
lations,” by A. Gordon Patterson, 
secretary-treasurer, Electric Control- 
ler & Mfg. Co., Cleveland; “Reports 
to Employes,” by Leilyn M. Cox, 
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¢€¢90% of all fountain pen troubles* 
are due to air-thickened ink ...99% 
say FOUNTAIN PEN AUTHORITIES 


*Exclusive of breakage 


Try New 100,000-Word 
Ponst Bottle at Our Expense 


ACCEPT 3 BOTTLES 
ov NO CHARGE 


HERE IS A NEW DESK INK CON- 
TAINER that remarkably improves 
fountain pen performance. 


This new container—Sanford’s 
Penit Bottle—is the size bottle that 
fits in the desk and holds just the 
amount of ink you need and can keep 
fresh. It maintains fountain pens at 
peak performance because it always 
provides fresh ink—not ink that may 
clog up or even ruin your pen be- 
cause it has been dangerously thick- 


ened from frequent exposure to air. gan This amazing offer made solely to 
You equip your office force with is. i 
these handy bottles holding *4 of an ee induce yee to try the bottle that 


ounce of fresh ink. Then refill those 


sr ntahoge iy seebigrey rd re ; holds ALL THE INK OFFICE 
ottles with the large size Penit bottle ae 
that holds one Fifth and is designed be WORKERS CAN KEEP 


with smaller diameter so office girls oO 
can easily handle and pour from it. oe 
Throw away old. air-thickened ink 
today. Write us on your letterhead : 

and we'll immediately ship you three 

Penit Bottles absolutely FREE. Your " 
executives will want to try Penit, so 

we recommend that you pass these 


bottles along to them. When writing, 
be sure to specify color preference. 


Office Managers! Purchasing Agents! 
: Write on your business letterhead to- 
Tests show that only 2 out of 6 leading day and receive 3 desk-size bottles of 
brands of blue-black ink are permanent when Penit Fountain Pen Ink FREE! 
exposed to time, light or moisture. 


Be sure a ae pelicious Colors < @ yy, 


Violet « Green 
Cardinal Red 


¥ , Washable Blue 
BLU E-BLACK Royal Blue « Block 
when you want a PERMANENT ink aca “een 


Specify color preference. 


@ SANFORD INK COMPANY, Bellwood, Illinois © New York: 500 Fifth Avenue #4-Oz. Size 
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A Touch Of The Season : - - 


To the perfectly appointed CRESTLINE Office let us add a touch of 
the season that is ahead. And if you are still in the considering stage, 
what better time than now to give yourself and your staff a CRESTLINE 
Office by Security. It is a gift that will live, and one you will be happy 

to live with in the many years 


ahead. 


“ULINE 


= S time to ans 


MSF-60 CRESTLINE Flat Top Desk 
* 


SECURITY STEEL EQUIPMENT CORP., AVENEL, N. J. 


LET US TELL YOU 
WHERE TO GET IT 


Whenever you are in need of any 
type or brand of office cquip- 
ment, commercial stationery or 
maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 
EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 
staff that works all year long cor- 
recting lists of manufacturers, 
distributors, classes of merchan- 
dise and trade names, keeping 
records up-to-date to serve you 
with dispatch and efficiency. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country 
who are in search of the best 
sources of supply for individual 
pieces of equipment or large 
quantities of office supplies, fur- 
niture and appliances. 


Ask us to help you solve your 
office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 
and Equipment 


212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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vice-president and comptroller, Em- 
ployers Mutual Liability Insurance 
Co. of Wisconsin, Wausau, Wis., and 
“Work Simplification,” by Joseph C. 
Spickler, A. T. Kearney & Co., Chi- 
cago. The booklet also includes a 
discussion of full employment by 
Stuart Armour, economic adviser to 
the president, Steel Co. of Canada, 
Ltd., Hamilton, Ont. 

“The Contributions of Controller- 
ship,” another booklet in this series, 
opens with a paper on that subject by 
C. C. Jarchow, president, American 
Steel Foundries, Chicago. Other con- 
tents include: “Distribution Costing,” 
by Warren G. Bailey, partner in A. T. 
Kearney & Co., Chicago; “General 
and Administrative Expense,” by L. C. 
Stevens, assistant comptroller, Stand- 
ard Oil Co. (N. J.), New York; 
“Should Stand-by Parts be Capital- 
ized, Expensed or Inventoried?” by 
Ralph A. Martin, controller, Stand- 
ard Oil Co. (Ohio), Cleveland, and 
“The Reducing Balance Method of 
Computing Depreciation,” by Robert 
S. MacClure, C.P.A., Chicago. 

“A Balanced Defense for Americi,” 
by Lieutenant General Leslie R. 
Groves, U.S.A. (Ret.), now  vice- 
president of Remington, Rand, Inc., 
leads off the fourth pamphlet, entitled 
“Balance in the Realm of National 
Defense.” Other articles include: 
“The United States, Russia and the 
Balance of Power,” by Jackson Mar- 
tindell, president of the American In- 
stitute of Management, New York: 
“Economic Consequences of the Ko- 
rean War,” by Ralph D. Newbury, 
retired vice-president and economist, 
Westinghouse Electric Corp.; “The 
Impact of the Federal Budget on the 
American Economy,” by John K. 
Langum, vice-president, Federal Re- 
serve Bank of Chicago; “Industry 
Again in a War Economy,” by A. G. 
Bryant, president, Bryant Machinery 
& Engineering Co., Chicago, and 
“Fundamentals of Statutory Renego- 
tiation,” by Frank L. Roberts, Chair- 
man, Military Renegotiation Policy 
and Review Board, Washington. 

All four booklets are priced at 50c 
per copy and are obtainable from the 
Institute. 


CATALOGS 


Detroit Steel Products Co., 3225 
Griffin St., Detroit, has released a new 
bulletin on Fenestra security windows. 
These are steel windows with strong 
steel guards that give two way pro- 
tection, from inside and _ outside, 
against prowlers and against removal 
of material by passage through unpro- 
tected windows. The bulletin, No. 
IND-9, lists types and sizes of se- 
curity windows used in stores, ware- 
houses, garages, and small manufac- 
turing or processing plants, and shows 
installation details. The bulletin is 
available from the company direct. 
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PURPLE HANDITIS: 


Ready-Masters) 


W. once knew a young lady who actually 
liked to handle oldstyle, conventional hec- 
tograph units . . . claimed that purple hands 
did something for her. Her greatest delight 
was spreading her magenta mitts all over 
her visitors—a charming miss, if ever 
there was one! 


However, you are probably different and 
like most people, resent the sight of purple 
stains on your hands, your clothing and 
your work. Time was when this condition 
was the hallmark of the unenlightened 
office worker . . . born to the purple, as it 
were. But no longer! 


You see, MARATHON Ready-Masters are 
“Super-Coated.” All carbon surfaces and 
cut edges are sealed with a special coating 
that safeguards your hands and aids in 
protecting your work against unsightly 
smudges and fingermarks. 


Then too, if you’re getting a trifle bored 
with the usual purple copies from your 
spirit duplicator, Marathon offers you a 


(Occupational hazard o) he 
9 to 5 "ers who haven't 
heard about Marathon 


( 
~. 
MM 


choice of a good, solid black and a blue as 

well as purple . . . all “Super-Coated”— 

super-clean! 

You’re missing a bet if you don’t send for 

the free samples we have for you! Just 
attach the convenient coupon to 
your business letterhead and 
we'll shoot ’em along to you— 
pronto! 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 

1311 Herb Hill Road, Glen Cove, L. L., New York 

New York Sales and Export: 58-64 West 40th Street 

Branch Offices and Distributors in Principal Cities 

Consul? your toca} Telephone Classified Directory 


MARATHON 
READY-MASTERS 


Time and temper-saving Maratnon Ready-Masters are 
supplied blank or with your form pre-printed—in single 


sheets, or assembled systems for use with all types of 
business machines, 


oS SE BE EE OD OE EP OP EE HS SE OE SE SE OO a ae 


1712 Herb Hill Road, Glen Cove, L. I., New York 


Name 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. OM-12 


Please send me samples of Marathon Ready-Masters and information 
about their many uses. Check color desired 1 Black (1) Purple 0 Blue 


Position 


Firm 


Address, 


City. Zone. 


Mc csc ee ee we ee oe 
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“Most Convincing Adding Machine Offer Ever! 


Clary 


GUARANTEES 


TO CUT YOUR 
ACCOUNTING COSTS! 


WE ARE SO SuRE the Clary can do your accounting work faster and at less 
cost than any other adding machine that we make this offer to users of 25 
or more adding machines: If one of your operators can’t do your work 
faster on a free-trial Clary than on her present adding machine, we will pay 
her salary during the week’s trial period. 

THIS DARING OFFER is made to show you that the all-electric Clary, world’s 
fastest adding machine, is engineered on an entirely new principle that 
gives it an operator’s speed up to 48% faster than other makes. For you, 
this means more work output, lower office overhead. Prove it for yourself! 
You or your own Methods Department will be the judge. Mail the cou- 
pon now or call the Clary representative listed in phone book yellow pages. 


ONE TOUCH on hand-span keyboard 
enters an entire item, eliminates 4 to 5 
motions on every figure printed. Exclu- 
sive, practical thumb add baracross bot- 
tom speeds work and reduces operator 
fatigue. Pyramid keys save manicures. 


ANOTHER SECRET of Clary’s amazing 
speed is its new rotary action printing 
which enables it to spin out 188 items a 
minute. Rotary action gives much long- 
er life than noisy back-and-forth action 
of ordinary machines! 


Manufacturer of Adding Machines and Bookkeeping Cash Registers 


Clary Multiptier Corporation, 
Dept. OM-2 ‘ ; 
San Gabriel, California 


Cc] Please tell me how I can take 
advantage of your revolution- 
ary new Comparison test plan. 


Cc Please send me Free booklet, 
Time, People and Equip- 
ment.” 


Clary does your work faster 


12 
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CATALOGS 


The Edwin F. Guth Co., 2615 Wash- 
ington Ave., St. Louis, Mo., has re- 
cently released a new catalog, No. 47, 
covering their complete line of com- 
mercial and industrial fluorescent and 


Guth's new catalog 


germicidal lighting equipment. It pre- 
sents a full range of fluorescent fix- 
tures in a condensed, easy-to-refer-to 
form. Copies are available without 
charge on request to the company 
direct. 


The most recent brochure in a series 
of literature being issued by Lewis- 
Shepard Products, Inc., 257 Walnut 
St., Watertown, Mass. is bulletin No. 
29 which covers the company’s Floor- 
master trucks. Illustrated and de- 
scribed in the 16-page bulletin are the 
firm’s standard line of 2- and 4-wheel 
trucks commonly used by industry, 
warehouse, and trucking companies. 

A large number of illlustrations are 
devoted to trucks that vary only 
slightly from standard to those that 
are completely special. A copy can 
be secured by writing to the com- 
pany. 


There is Safety in Numbers—An 
Important Message for the Executive 
Who Signs Checks, an informative, 
illustrated brochure on the proper use 
of mechanical check-signing equip- 
ment to obtain complete disbursement 
control, is available from the Todd 
Co., P. O. Box 910, Rochester 3, 
N. Y. It is Bulletin T-A10. 


Cost of Signing Checks, a detailed 
chart showing costs of executive time 
spent in manual signing of checks, 
is also available. Costs show a range 
of from $25 a year (for a $5,000 man 
signing 50 checks weekly) to $5,000 
a year (for a $25,000 man signing 2,- 
000 checks weekly). Chart shows nine 
different salary classifications and 16 
different check quantities. About in 
the middle of the groupings is a cost 
of $1,200 annually for a $15,000 man 
signing 800 checks weekly. Bulletin 
T-A20 should be specified. 
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Countless users 
the world over 


prefer 


@ When you buy ACE Stapling Equipment you get the CROSS SECTIONS SHOW HOW 
finest that money can buy. It is the leader, today, as it has ACE STAPLES ARE MADE 
been for more than twenty years. Ace Staplers are built 
to last a lifetime . . produced with a degree of skill and 
watch-like precision which assures those smooth, reliable 
Operating qualities so greatly appreciated by users the 
world over. 


To get maximum results from your Ace Staplers, be sure 
to use ACE Staples. Ace Engineers have developed a special 
process which gives Ace Staples extra strength as well as 
superior operating satisfaction. 


VISIT YOUR LOCAL STATIONER . . have him demonstrate 


. ° ° FIG.1. shows cross section of FIG.2. shows the ALIL- 
the ACE Line of finer Staples and Stapling Equipment. an Ail-ROUND steel wire. ROUND wire offer being 
Ace uses only premium treated by the ACE 
SOLD ONLY THROUGH DEALERS made, accurotely drawn-to- PROCESS. This gives 
size steel wire. maximum strength on the 
ovter edge where it is 
most needed. 


ACE PILOT ACE STANDARD ACE SCOUT~ ACE CLIPPER ACE STAPLES greene 
: OVER 


IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., WEST, MONTREAL 
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CATALOGS 


Mr. Murphy Has a Vault is the 
title and subject of a new booklet on 
insulated products recently published 
by Remington Rand Inc., 315 Fourth 
Ave., New York. It tells the story of 
a businessman proud of the new vault 
constructed in his office. 

The question is, in case of fire, who 
would put the papers into the vault? 
The answer is, no one, because of the 
layout of the office and the distances 
involved. Floor plans of Mr. Murphy’s 
office reveal the shortcomings of his 
arrangement and demonstrate the 


many advantages of point-of-use safe 
equipment. 

Illustrations include the construc- 
tion features of Remington Rand in- 
sulated equipment, and the company’s 
furnace at Marietta, Ohio, where 
equipment is subjected to Underwrit- 
ers’ Laboratory and Safe Manufactur- 
ers’ National Association tests. Desig- 
nated as booklet No. SC-679, it is 
available without charge. 


Still another, the sixth edition of 
The Story of a Father and Son or 


for longer offset runs... 


greater 


The superb reproduction qualities of both Direct Image and Photo- 
graphic Plastiplates mean longer runs and greater uniformities . . . and 
line and half-tone copies that sparkle with brilliance and life! 

Typists appreciate Plastiplates because they feed through the type- 
writer easily and without special adjustments. Press operators welcome 
Plastiplates’ exclusive advantages too—they’re convenient to handle... 
“self-cleaning” and can be easily filed for reruns. 


Make the PLASTIPLATE Press Test! 


To convince yourself of Plastiplates’ superiority, make a trial... your 
press will prove it. We will gladly send you, or your printer 3 FREE 
Plastiplates so you can compare results, or our representative will 
demonstrate them at your convenience . . . write, or use coupon. 


eee 


| Business Machines & Sales Division 

‘. | Room 2532, 315 Fourth Avenue, New York 10, N. Y. 

3 | © Please send me Free folder DS 62 Proving New Office 
fy Send the coupon | Offset Duplication Profits with Plastiplates. 
Bey for the folder de- | _, My duplicator is a__________ model No. : 
/setibing the Proof | Send me rnc Plastiplates DF Photographic [Direct Image. 
¥ Offi el Iusea typewriter with a [F) Fabric 
ee) 0 Carbon Paper Ribbon. 
7 Set Duplicating | name Firm 
_ Profits. 1 aaa 
eter * 

eee ee) ©“Y————_ aramid 
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“Unscrewing the Inscrutable,” is cur- 
rently being made available by the 
Elliott Addressing Machine Co., 143 
Albany St., Cambridge, Mass. 


In addition to a wealth of solid in- 
formation on its products for the 
office of today, the humorous 72-page 
booklet contains many of the outrage- 
ously funny cartoons that originally 
appeared in the Sterling Elliott bicycle 
catalog of 1888. 

Speaking of this booklet, the editor 
of “Printed Selling” said, “It is our 
candidate for the advertising Hall of 
Fame and it may well turn out to be 
the most famous piece of printed sell- 
ing in the History of Selling.” 


HELP FOR 
PURCHASING AGENTS 


An article by the purchasing agent 
of a large company, written for a sales 
magazine, recently caught the eye of 
management at the Standard Register 
Co., Dayton, O. It seemed to them 
the story the purchasing agent had to 
tell pointed a way for Standard’s sales 
representatives to be of service to and 
improve their relations with the pur- 
chasing agents of every company they 
call on. Standard Register operates 
its own sales organization and does 
not sell at all through jobbers or dis- 
tributors. 

Taking their cue from the article, 
the company checked with other pur- 
chasing agents and found them in 
complete agreement with the idea set 
forth in the article. With all opinions 
in, the wheels started turning to pro- 
duce a reference folder about Standard 
Register products which covers all the 
details a purchasing agent needs to 
know. Every word in it is specific, 
informative, selected to put over facts. 
The whole design and layout are 
functional. 

The jacket is designed for clear 
identification and also serves as a file 
folder and tab. The pages are thumb- 
indexed into nine sections: 


1, Products 

2. Delivery, Price, Packing, 
Terms 

3. Forms (Stock) 

4. Forms (Custom-Priated) 

5. Registers 

6. Feeding Devices 

7. Auxiliary Forms-Handling 
Equipment 

8. Service 

9. Specifications and War- 
ranties. 


The 20 pages of the folder carry a 
combination of illustrations and de- 
scriptions so that all explanations are 
completely understandable. 

The folder was introduced to all 
purchasing agents on the Standard 
Register mailing list by means of a 
direct mail letter over the signature of 
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Robert Zinn, Standard Register Gen- 
eral Sales Manager. Enclosed with 
the letter was a reprint of the article 
that started the whole idea. A return 
card also included with the letter gave 
the purchasing agent a chance to ask 
for a copy. 

A file is kept in the regional sales 
offices and in the main office in Day- 
ton of all holders of the folder. This 
is done so that if any changes or addi- 
tions are made there is a record to 
consult to be sure all outstanding 
folders are up to date. 

Since most of the continuous forms 
Standard Register prints are _tailor- 
made, most of the contacts of the 
sales representatives are with key 
executives and using departments 


i A 
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Standard Register's folder 


rather than with the purchasing de- 
partment. All of the company’s rep- 
resentatives are trained in paperwork 
simplification and form design tech- 
niques, so their products cannot be 
sold like pencil sharpeners or crates 
of eggs. The system must first be 
investigated and the forms specially 
designed to fit the system. 

The folder is actually a job of sales 
promotion without any whoopee or 
fanfare in it. A useful service is per- 
formed for the purchasing agent and 
the company also benefits. 

In companies where tabulating ma- 
chines are used, another booklet of 
sample stock tabulating forms is pre- 
sented as a comparison piece to the 
purchasing agent’s reference folder. 

Introduced around the first of Octo- 
ber, the folder has already won wide 
Praise and acceptance from hundreds 
of purchasing agents. 


WAGE-PRICE FREEZE PROBLEM 


Many financial institutions, notably 
banking and insurance companies, are 
especially vulnerable to a wage-price 
freeze due to inequities which have 
grown up in their wage and salary 
structures, the Association of Consult- 
ing Management Engineers, 347 Madi- 
son Ave., New York, states. 

Their problem is similar to that of 
cities, states, and other public insti- 
tutions, says the Association, in that 
revenues are not rising fast enough to 
keep pace with increasing operating 
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erwork Simplification 


A system of addressing helps cut order-shipping time 
from several days to a few hours! 


AUTOMATIC LINE 
FINDER 


Advances form into 


Is paperwork somewhere cumbersome, costly? Falling short in 
smoothing and speeding the performance of business functions? 
Break it down. Apply work simplification’s scientific method to each 
element of the record system. 


A. Develop the best procedure. SYSTEM of continuous label 
writing and application guides accurate order picking and 
shipment in Johnson & Johnson’s famous shipping center. 


(PS. 19) DUAL FEED 


: Registers 2 ditt 
B. Simplify the writing method. Typist prepares 1500 Farmers jas. tr 1 comine. 


Cooperative stock certificates a day (against 700) with the — © 'vping operation 
aid of AUTOMATIC LINE FINDER. (PS. 19) 


€. Design the most efficient form. Eastern Air Lines designed 
3 labor-saving continuous forms to help mechanize control 
over employee passes. (PS. 19) 


FREE! Ideas you can use in your business. You'll find them in the 
detailed case histories in our magazine of Paperwork Simplification 
(PS.). Write The Standard Register Company, 4312 Campbell St., 
Dayton 1, Ohio. 
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dictation without a pause. . 


Points are GUARANTEED 


Everyone gets more work 
done. Quality pays out in 
pencils. Ask your Stationer 
for a copy of 
“How to Relate 
Pencils to Results.” 


——— 


TRADE MARKS REG. U.S. PAT. OFF 


EBERHARD FABER 


Stella can take the Boss’ 


not to break in normal use. . . 


PUNCHES sheets and covers of any size 
or weight, quickly, accurately 


_ 


BINDS up to 250 books an hour with 
colorful GBC plastic bindings 


BIND THIS MODERN WAY 
‘right in your own OFFICE 
or plant 


Add prestige...color...atten- 
tion-compelling appearance to 
reports, presentations, catalogs. 
GBC plastic binding equipment* 
quickly ... easily... economically 
binds loose pages of all sizes 
into handsome custom-made 
booklets. Pages turn easily... 
lie flat. Complete office equip- 
ment costs less than a type- 
writer...saves 50% over old- 
fashioned fastener-type covers. 
Anyone can operate. 

*PATENTS PENDING 


SPECIAL TRIAL OFFER 
‘ + memo | Send today for information 
FRE E and 2 handy pocket memo 
books bound on this equip 
ment. No obligation. 
General Binding Corporation 
808 W. Belmont Ave., Dept. OM-i2 
Chicago 14, Ill. 
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costs. This has prevented deserving, 
executive-type employees from secur- 
ing fair salaries based on competitive 
standards, and has forced them to 
consider outside opportunities. 

The remedy, consultants say, is not 
to grant blanket increases which the 
business cannot afford in view of 
shrinking profit margins, but to study 
the basic situation and to bring up to 
date a salary scale based upon scien- 
tific job evaluation data. Unless this 
is done before a government freeze 
sets in, the unbalanced wage and sal- 
ary scales are likely to cause more 
serious operating problems, with pos- 
sible loss of valuable manpower. 

In World War II, the consultants 
continued, financial institutions that 
had a systematic salary program were 
generally able to continue granting 
salary raises in accordance with their 
pre-determined plans without obtain- 
ing specific approval for each individ- 
ual increase. 

Industrial companies, as well as 
financial institutions, have not ex- 
plored fully the profitable opportuni- 
ties which can be developed by in- 
stalling a sound system of incentives. 
As a result, according to the Associa- 
tion’s statement, the average business 
firm is not obtaining the full measure 
of increased productivity which is es- 
sential to protect profit margins in a 
period of rising costs. 

Another field of business manage- 
ment which needs attention today, in 
the opinion of these management con- 
sultants, is sales. Raw material short- 
ages and allocations intensify the need 
for methods in distribution that will 
protect customer relations and insure 
profitable volume while markets are 
limited to products available for civil- 
ian use. The civilian product line, in 
many cases, needs to be simplified to 
concentrate upon profitable items, and 
territory coverage cost may be re- 
duced through improved distribution 
planning. 


GUIDE RULES FOR EXECUTIVES 

Thirty-six basic rules for boards of 
directors to follow have been com- 
piled by the American Institute of 
Management, 50 Washington Mews, 
New York, based on a study of 238 
companies which that organization 
deems to be “excellently managed.” 
In addition to advising how the board 
of directors should be constituted, 
these rules cover such factors as com- 
pensation and recognition of direct- 
ors; significant responsibilities of the 
individual board members; board meet- 
ings, and ethical considerations gov- 
erning directors conduct and participa- 
tion. 

While pointing out that certain 
well-conducted companies operate 
solely with inside directors—individu- 
als who are employed as well as mem- 
bers of the board—the Institute be- 
lieves from these findings that at least 
two members of every board should 
be “outside” directors, and that offi- 
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A CINCH IN A PINCH 


.. or any other time. You always save time, 
money, and worry when you use the FOTO- 
TYPE system of type preparation. Eliminates 
costly metal type and slow. old-fashioned type- 
setting methods entirely. Anyone can use it. 
Just slide die-cut letters into self-aligning com- 
posing stick and mount on layout ready for 
reproduction. Faster, easier, cheaper. Send for 
free catalog. No type used in this ad! 


INCORPORATED f 
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HEAR NO EVIL 


| 


sip, only a monkey shuts his 
ears to reality. And cancer is 
a grim reality. We must open 
our ears to the life-saving 
truths which will teach us 
and our neighbors the safe- 
guards against cancer. For 
humanity’s sake —and our 
Own preservation — we must 
support the crusade against 
this mortal enemy of man. 


GIVE TO 
CONQUER CANCER 


AMERICAN 
CANCER 
SOCIETY 


t | Although it's 
wise to avoid malicious gos- 
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“SPRINGIER 


Comfort’s the secret of Emeco’s new line of 


aluminum Posture Chairs. Sales this year are 


Steno Posture Chair — Perm >-mold 
base. Foam rubber cushion. As illus- 
trated or in regular posture back. 


higher than ever before-—proof that Emeco 


Gomfort pays off. Tests show these Posture 


Chairs can increase worker efficiency by as 

much as 30%—which means two, three, four or more hours of extra work 

per week from each employee. Emeco Posture Chairs have proven strongest 
of all aluminum chairs by an impartial 


scientific laboratory. Their cost can 
AT 5 O'CLOCK... 
Nothing tires your 


secretary more than Get full information on how Emeco 
an old-fashioned chair 


with a hard seat and can pay off for you. Write today to: 
EMECO CORPORATION, Dept. G-12, 


be amortized over 25 years or more! 


Hanover, Pennsylvania. complete 


20-Year Guarantee! 
AND AT 3:30... Your 


work suffers too, unless 
you're comfortable. 

Read about 5 o'clock fatigue 
and the 3:30 slump .. . 


The frame and base of every Emeco aluminum 
Posture Chair are guaranteed for 20 years and if 
the covering wears, EMECO will re-cover your 


chairs at a nominal cost. 


SEND FOR 
Yew CATALOG 


Just revised Emeco Catalog shows new 
additions to Emeco’s quality line of alu- 
minum chairs. Send for free copy today! 


EMECO CORPORATION 
HANOVER, PA. 
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BOSS AND HIS SECRETARY 


The number one hit of the office is Wiltshire 
Modern—for you, for your secretary, for all your 
office personnel. 


The beauty and efficiency of 
Wiltshire Modern will step up the 
tempo of your office work .. . 
save you money and time. 


You'll “find” more space in your 
office after you install Wiltshire 
Modern . . . its compact design 
requires less room than other fur- 
niture. 


Make your office hum with Wilt- 
shire Modern. See it today at 
your dealer. 


How Efficient is Your Office? 
Send 10c for Imperial’s Office Plan- 


ning Guide to increase office efficiency. Desk. 


Complete with floor plan, cut-outs, 
color hints, etc. 


‘Member 


CROWDED? Send ten cents for Im- 
perial's Office Planning Guide to heip 
you redesign your office for more space, 
Guide is complete with floor plan, cut- 
outs, helpful advice. 


WILTSHIRE MODERN FOR THE 


Wiltshire Modern Secretarial 


Other Styles Available. 


oe 
Em perial 
desk company 
EVANSVILLE 7, INDIANA 


Smead’s Filing Systems are 
amazingly simple to operate— 
are precision built to give you 


years of service — and best of 


all are tailor made to fit your 
needs. 


The Smead Manufacturing Co., Inc. 
Hastings, Minn. 
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cers should be in a minority, if possi- 
ble. The outside directors, these 
A.I.M. rules provide, should consti- 
tute an audit committee and maintain 
contact with the company’s certified 
public accountants. They should also 
fix executives’ salaries and, in order to 
limit or control nepotism, should have 
control over employment of “two or 
more members of the same family at 
the executive level.” In addition, ac- 
cording to the Institute, the outside 
directors should be responsible for ap- 
proving or disproving bonuses to ex- 
ecutives and other employees in ad- 
vance of discussion by the full board. 


Not enough people, including em- 
ployees and the general public, have 
any comprehension of the duties, func- 
tions and responsibilities of directors, 
the Institute maintains, so one of its 
guiding principles for boards is that 
this widespread ignorance should be 
corrected, and the mysteries surround- 
ing directors should be dispelled. “The 
board of directors and its individual 
members should be accorded recogni- 
tion in keeping with their important 
role,” the report advises. “This should 
be a continuing objective of the com- 
pany’s public relations. Public identifi- 
cation should be made of the indi- 
vidual directors and the corporation. 
The annual report, instead of merely 
listing the directors’ names, should re- 
flect their real contribution to top 
management.” 

Emphasizing the importance of in- 
suring future leadership, the A.I.M. 
findings hold: “Directors should en- 
deavor to be able, at all times, to fill 
a vacancy in the office of chief execu- 
tive, including a readiness to change 
incumbents when, and if, the interests 
of the corporation and the stockhold- 
ers so require. Directors should keep 
informed about candidiates available 
for selection, both within and without 
the executive ranks of the company. 
Each junior and sub-executive officer 
should be invited separately, one at 
each board meeting, to meet with 
board members after adjournment so 
that, over a period of time, directors 
may appraise the potential leadership 
qualities of junior members of the 
organization.” 

Definite age limitations should pre- 
vail, according to the Institute. “No 
director of a publicly-held corpora- 
tion,” it declares, “should continue to 
serve after reaching age 70, except 
under unusual circumstances. The ma- 
jority of the directors would be under 
60 years of age, and at least some of 
the directors should be under 50.” 


STEEL INTERIORS 
DEMONSTRATED 


Coast-to-coast demonstration of the ad- 
vantages of steel interiors, including the 
high speed with which movable steel par- 
titions may be erected or dismantled, is 
being staged this fall and winter by the 
E. F. Hauserman Co., Cieveland, the na- 
tion’s largest manufacturer of these build- 
ing products. 

The demonstration, in nine leading 


December, 1950 


: a 2 rrr ee oe Sao. (|: ae ————— lle err 2 
. : . 
} F 
3) 6 ne Ee 
- ; eS ee 
a a ee 
Ps S| A 
| SSS COE SSN REA 
4 GF ma “TE SPS SEE 
. 7IiS Rey Fer Serie Ever Eee 
) a 
} ee & Y A 
Ses py 
re hig xg 
Ae || \n ) 
es = es : . a ip al % - I 
2 ae (hk 
ee 
ee pe bam 
@) . 
+a a ‘ 1 
¢ in 
‘ Ve 
) 4 2 Afi = \\ wd , 
CF ==" Y J 
Then see ‘¥ — =~ your Stationer | 
“a LNCS s—— 
a ae SGILGE ear ds Y LS 
. [ul WSS 6%, ee Ss - 
A NR LLL EZ 2 ae In 
‘xz 1% aa ———e da 
aed, Bak (a ne " 
oo Ce a a nies ‘i be ee dl 
5 pg (a oe ‘ 
a = ——<—<—| si) sake | 
eS es ') Dee ee 
i: ee ett Misses See 
Gast BS ee Ko ; 
re : 18 NC ii: PE Dece: 
V7 t< 
a : : # 4 “—_ ta ; ie 7 7 a t act . 25% a 5 = 2 = ae Me 
ie = ae ——- Ei a me ae eee é 


oe 


tests 
have proved 
that 
Victor Visible 
can cut your 
ecord-keeping 
time by 


O% 


The average number of postings per 
day in blind-filed records is 400 to 500. 
In a Victor Visible system 1200 to 2000 
daily postings are possible,and through 
reference to signals on the visible mar- 
gin, executive time is proportionately 


reduced. 


bring in the NEW! 


While Victor Visible products have long been serving industry, you may 
not have, as yet, found time to investigate their possibilities in your office. 
Why not start the new year right and replace your blind-filed records with 
Victor Visible records. 

Victor Visible book units are the ideal start to an all-visible record — per- 
fect for departmental records and classification breakdowns, with the added 
advantage of portability. : 


biélor 
RECORDEX 


Here is the practical solution for 
keeping those small but impor- 
tant executive records. Available 
with 20 movable or fixed pockets 
with full 14” protected margins, 
the Recordex will fit in any desk- 
drawer, file or briefcase. 


Sa 


COMPUTER 


Now you can have instant visible refer- 
ence to all 5 payroll periods in one 
handy unit. Weekly, bi-weekly, semi- 
monthly, monthly and daily and miscel- 
laneous deductions are at your finger- 
tips. Any amount and number of deduc- 
tions are quickly locased and referred to. 


THE VICTOR SAFE AND EQUIPMENT co., INC. 


NORTH TONAWANDA ° 
SOLD ONLY THROUGH DEALERS—SEE YOUR LOCAL STATIONER 
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Engineering Specialists in 


CRISIS in the AWFUSS” 


(No. 10) 
a 


= \ 


| TELL YOU I'VE GOT 
THAT SMYTH CATALOG— 
RIGHT HERE— 
SOMEWHERE— 
| GUESS 
— MAYBE! 


| 
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7am GLOBE-WERNICKE 
Sectional 


BOOK & TROPHY CASES 


Custom-tailored to harbor and 
display your valued, often-used, 
admired possessions—books, 
trophies and keepsakes—in per- 
fect order, with distinguished 
protection. 

In office and home, these strik- 
ingly handsome cases, modern- 
izing the time-tested sectional 
principle (originated by Globe- 
Wernicke), are accommodating 
to every need. 


“Universal” Type, one of three 
designs available in standard 
units; another G/W aid to of- 
fice efficiency and home beauty. 


Luxurious natural grains of oak, walnut and mahogany are finished to 
enhance any color scheme or background. Their glass panels slide 
smoothly, silently—and keep out dust. Also available with receding doors. 


There is no more thoughtful or appreciated gift, as the givers and recipi- 
ents of nearly seven decades will attest. (The gift that lives and grows.) 


See these new models at your friendly Globe-Wernicke dealer, who is 
listed in your classified phone book under “Office Furniture & Equipment.” 


ofl 


Cincinnati 12, Ohio 


Office Equipment, Systems 
and Visible Records 
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cities, is under the auspices of local chap- 
ters of the Producers’ Council and The 
American Institute of Architects. 

At each demonstration, company repre- 
sentatives, including Fred M. Hauserman, 
president; Charles J. Nocar, director of 
research and development, and Kenneth 
A. Hawkins, advertising manager, ex- 
plain the characteristics of the products, 
During Mr. Nocar’s lecture on the en- 
gineering details of the steel interiors, 
workmen on the stage erect a 15-foot run 
of movable partition in approximately 15 
minutes. 

At the first demonstration in the Len 
A. Maune Co. warehouse in St. Louis, re- 
cently, before an audience of more than 
400 people, Mr. Nocar said that steel, as 
a basic material for walls, “has unlim- 
ited possibilities” in its application. 

“Tt will not warp, shrink, crack, open 
up or become brittle. It will retain all its 
physical properties permanently. Its 
smooth surface permits application of the 
finest of finishes at the factory where 
proper oven facilities are available.” 

He pointed out that steel interiors are 
pre-fabricated and pre-engineered to cut 
the amount of work in the field to a mini- 
mum. This reduces the expense of servic- 
ing and changing building interior layouts. 

The Hauserman president traced the 
use of steel interiors from their origin 
in the 1920’s to their present widespread 
use in office buildings, banks, factories, 
laboratories, schools, colleges, hospitals 
and other structures. They were first 
developed by Hauserman when the com- 
pany was called upon to install steel 
sash to serve as partitions in facotories. 
On many occasions the customer desired 
a change in layout after the first installa- 
tion. 

“In doing the remodeling job, we al- 
ways found ourselves waiting for the 
bricklayer to get the new curtain wall 
laid, up to a height of approximately 3 
feet,” the company president said. “De- 
molition of the old one always made a lot 
of dust and dirt. So the company began 
running structural T’s from floor to ceil- 
ing and bolting on steel plates to serve as 
the curtain wall instead of the brickwork. 

“When the partition had to be moved, it 
could simply be taken apart and relocated 
without fuss or muss. 

“From that crude beginning it was a 
short step to replacing the structural T’s 
with hollow metal posts. Bolts and nuts 
then were replaced with ingenious self- 
locking clips to speed erection.” 

Many other developments followed. The 
company learned the mechanical funda- 
mentals of a successful partition, meet- 
ing customer demand for soundproofing, 
flush walls and other improvements, and 
developing acceptance among architects 
and builders. 

Other demonstration dates are 
scheduled to be held on January 29th 
in Pittsburgh, February 13th in Phila- 
delphia, February 19th in Baltimore, 
February 21st in Washington, and 
March 5th in Boston. 


SUCCESSFUL PERSONNEL 
POLICY 
The essential ingredient of a suc- 
cessful personnel policy in industry is 
the leadership of a management which 
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ata -Rac 


FOR CATALOGS & BOOKS 


A NEW HEAVY-DUTY RACK that improves 
office efficiency and desk appearance... 


ERE’S a new desk rack that has been especially designed to take care of 

heavy books — catalogs, phone directories, and other important items 
of this nature. Its eight 2-inch compartments, each one indexed, keeps them 
at your fingertips for easy, instant reference. 

Moreover, the Cata-RacK’s all-steel riveted and welded construction 
stands up under years of hard wear. Handles permit easy moving and 
rubber feet protect the desk. 

Not only does the Cata-RacK help organize work and keep desks free 
from clutter at the office — it also is ideal for home use to hold record 
albums, sheet music, and other household objects. 

Available in steel-gray or green finish. Price only $6.95. Order 
Cata-RacK from your Stationer today. 


Sengbusch Self-Closing Inkstand Co. 


1120 SENGBUSCH BUILDING @ MILWAUKEE 3, WISCONSIN 


Kee lecrric 


Carbon Paper 


The Combination gives a per- 
fect sheet of Cari for this 
extra hard use. The percent- 


saving is surprising. 


age 
Send for samples. No obliga- 
tion whatever. 


Kee Lox Manufacturing Co. Rochester 1, N. Y., U. S. A. 


Rochester 1, N. Y., U. S. A. Yes, Please send Free Semples. No obligation. 
Branches in Most Cities 


A Few Districts in Foreign Countries Still Open 
istribution, 


for Exclusive Di 


KEE Jox, 
KEE-LECTRIC 


A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. Kee Lox is 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


The NEW Kee Lectric Carbon is built up with Tissue Spe- 
cially made for the above machines then coated with a New 
Scientific coating for wear and cleanliness. 


a 


ee Lox Mfg. Co. OME-2%6 


Size used: 
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_ ( ven the office prima-donna 


uses the calculator with — 
push-button’ muttiplication 


Because multiplication is by far the most frequent operation on calculators, 
obviously the calculator for your office must be the one with the 

SIMPLEST and FASTEST, POSITIVE multiplication. That means MARCHANT— 
the only calculator with PUSH-BUTTON multiplication—on both the 
FIGUREMASTER, designed for heavy-volume production... and the new 
low-cost FIGUREMATIC, the only calculator in its price range with 
simultaneous automatic multiplication. Ask the MARCHANT MAN in your 
phone book to prove that a MARCHANT with PUSH-BUTTON multiplication 
can be operated by anyone . . . and will do all your figure work easier 

and cheaper. Mail the coupon or call the MARCHANT MAN today. 


@& Enter the amount to Ky By touch of keys 


be multiplied in Multiplier 
4 e in keyboard 


Row, Carriage-Shift 
and Multiplication 
are AUTOMATIC... 
answer appears 
SIMULTANEOUSLY 


MARCHANT CALCULATING MACHINE COMPANY 


GAKLAND 8, CALIFORNIA E7 
Please send me free literature about the new Marchant 
Calculators 

Name and Address: 
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“sincerely believes that development 
of the individual as a spiritual being, 
as well as a working mechanism, is as 
real a responsibility as marketing prof- 
itably a good product,” Joseph J. 
Morrow, personnel director of Pitney- 
Bowes, Inc., Stamford, Conn., told the 
Office Equipment Manufacturers Insti- 
tute, recently. 

Addressing the Institute’s annual 
meeting at the Waldorf-Astoria Hotel, 
New York, the postage meter com- 
pany’s industrial relations chief, in a 
talk outlining his own plant’s person- 
nel techniques, stressed the need for 
active participation of top manage- 
ment in personnel policies. 


INCENTIVES NEEDED 


Reviewing the effect of mass pro- 
duction on boss-worker relationships, 
and pointing to the still present need 
for non-financial incentives, Mr. Mor- 
row said, “We all know that the really 
close personal contact of boss and 
helper is a part of the ‘good old days’ 
gone by. Goals in making and mar- 
keting a product then were easy to 
understand and to see. Job pride grew 
quite simply from jobs which, fol- 
lowed by each man from start to fin- 
ish, were true creations, rather than 
monotonous repetitions of a_ single 
operation. We can’t bring those days 
back. Industrial progress has re- 
placed them.” 
“Nonetheless,” he said, “job  satis- 
faction, personal identification with 
company aims, respect for the boss, 
and team spirit, still mean effective 
cooperation and high production to 
any industry. If the personal touch 
can't be produced naturally in the era 
of mass production and the assembly 
line, then something has to be pro- 
vided which will take its place.” 

“Contrary to what he probably 
thinks, the average person doesn’t like 
his job just because it pays well and 
the hours are good,” the Stamford, 
Conn., personnel leader continued. “If 
he did, we would have few labor 
troubles in these times of unprece- 
dentedly high wages and the eight-hour 
day. We humans have sensitive egos. 
We need to be appreciated and re- 
spected, and when’ working’ with - 
others, we need to feel that there is 
a fair balance between all of us as 
far as pay, personal treatment, and 
privileges are concerned. We do a 
better job that way, whether we're in 
the ranks of labor or management.” 

Concerning Pitney-Bowes’  well- 
known profit-sharing plan, Mr. Mor- 
row cited the parallel between a stock- 
holder’s investment of money in a 
business and the investment of time 
and work which the employee makes 
in the same business. He said the 
plan is a keystone in PB's personnel 
program and “a great teacher of busi- 
ness management and of the economic 
facts of life.” 


“TELL HIM | CALLED” 


IN SOME OFFICES considerable 
energy is expended and time lost while 
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|: A Brewery Equips for 1951 and a 
"Better Business Living” 
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zi Courtesy Spokane Brewery, 
Spokane, Wash. 
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INVINCIBLE METAL FURNITURE 
ly 4 ky 
; wit 
ly 
ce 
id ¢ Simple arithmetic and common sense will show you why 
d, so many businesses are equipping their offices with INVINCI- 
If BLE “Modernaire” steel desks and files. Figure it out — the 
or average office worker spends more than one-third of his 
e- waking hours in the office. Now then, with that figure in 
ir mind, it’s obvious that the same worker will be more efficient 
1S. — give you more output per hour if his “business living con- 
e- ditions” are more comfortable, more scientifically arranged, 
th more pleasant to look at. 
x And because INVINCIBLE office furniture offers you 
wee more comfortable working heights and desk areas, more choice 
id of drawer arrangements, more eye-appealing lines and color 
hes at so low a cost ... it’s plain to see why more and more bus- 
= inesses are equipping their offices . . . for “better business 
& ly e , living” with INVINCIBLE. See your INVINCIBLE dealer 
Il- ° today. Find out what INVINCIBLE “Modernaire” furniture 
r~ Concealed Safe Unit is a pat- can do for you. 
k- ented feature available only 
a to INVINCIBLE users because 
only INVINCIBLE has it! It 
ne offers security for valuables « 
es = papers in home or office. , 
he 
1el 
si- 
lic 
REG. U. S. PAT. OFF. 
, INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS, 
rle 
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Equipment 
OFFICE MANAGEMENT and | 
is the Only magazine edited exclusively for 


office executives who are responsible for the 
purchases of affice equipment, stationery and 


he editorial ability of 
OFFICE MANAGEMENT and EQUIPMENT to provide the 
kind of information wanted by office executives everywhere is 
4 generally recognized  ... more and more advertisers are now finding —to their satisfac- 


tion and profit—that this magazine is a direct line of communication 
to the office executives of Big Business . . . that whether they sell 
direct or through dealers, they can sell these large volume users 
most easily through the one magazine that is edited for them and 
circulated exclusively to them. 


oe 


... There is no other magazine that takes its place. If you haven't 
yet discovered the force and economy of this publication, you ought 
to do so now. The first of the year will see many new schedules 
starting in OFFICE MANAGEMENT and EQUIPMENT. 


OFFICE MANAGEMENT 
aud Equi 


The Office Executive’s Own Magazine 
212 FIFTH AVENUE »© NEW YORK 10, N.Y. 
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executives “return” phone calls in an 
effort to conifer on minor problems. 
Most of these could be expedited and 
many of them cleared if there was 
general confidence that complete, spe- 
cific information would be accurately 
transmitted by the girl at the desk. 

In this phase of their activities, most 
firms do not derive the full benefit 
which is due them trom the stenogra- 
phers’ shorthand skill for which they 
pay. Nor is it realized that a good 
percentage of clerks, also, have had 
at some time courses in shorthand, 
and with a bit of practice they could 
take messages verbatim for immedi- 
ate, precise transcription into long- 
hand for their superiors. 

Where importance of this service is 
stressed, and required of personnel 
answering phones, it can definitely 
step up executive action. 


DIPLOMATIC REMINDER 


diplomatic method of reminding 
pe-ple of the working hours of an 
office is contained in the following 
memorandum issued to the staff mem- 
bers of the G. M. Basford Co., adver- 
tising, 60 East 42nd St.. New York, 
over the signature of E. Scott Patti- 
son, executive vice-president. Many 
offices casting about for an effective 
method of accomplishing this purpose 
may find a suggestion here: 
MEMORANDUM 
TO: THE ORGANIZATION 

We know that advertising cannot 
be prepared by the clock, that it must 
be sparked by personal responsibility 
rather than a regimented time sched- 
ule at your desk. At the same time, 
when you consider how much of our 
work is a “team” affair, courtesy and 
fairness to others requires that this 
teamwork be possible during all regu- 
lar working hours. 

We face busy weeks ahead—particu- 
larly with the holiday season cutting 
into our working days. Will you ask 
yourself if you are being fair to the 
rest of the organization—particularly 
with respect to your time of arrival 
and departure, and your lunch periods? 

This is a general reminder—we do 
not wish to single out individuals— 
that our office hours are 9:00 A.M. to 
5:00 P.M. except when special ar- 
rangements with department heads 
have been made. 

If we all hew to this line, I am sure 
we can add an appreciable amount of 
useful working time to our day, and 
reduce the emergencies that keep cer- 
tain individuals overtime or give the 
rest of us sleepless nights. 


TABULATING EQUIPMENT 
PLAN 


A new “use-purchase” plan under 
which tabulating equipment may be 
purchased over a period of less than 
nine years at a lower cost than rental, 
was announced recently by Reming- 
ton Rand, Inc., 415 Fourth Ave., New 
York. 

The plan, which spreads payments 
over 100 months, also has a cancel- 
lation clause effective after the first 
year. 


"Correspondence 
Hangover” 


at Philip Morris 


Office of the Year 
chooses QNGirosie ye by 


CONGRATULATIONS, PHILIP MORRIS! 


Your accomplishment in winning OFFICE MANAGEMENT 
AND EQUIPMENT’s first annual “Office of the Year” Award is 
a well deserved honor. We are happy that Auto-Typist has 
played a part in contributing to the outstanding efficiency and 
superior equipment of the Philip Morris offices. In any office, it’s 
the modern way to assure increased correspondence economy, 


speed and efficiency—the amazing, time-saving, personalizing 


Auto-Typist! 


GET THE FACTS TODAY [Ao ican automatic Typewriter Company | 


Learn how many other lead- | Dept. 1412, 614 North Carpenter Street 


: : Chicago 22, Illinois 
ing business firms and or- Please send me complete information on the Auto- | 
ganizations from coast to typist together with a sample Auto-typed letter. 


coast are using agendas heaters 


| COMPANY ......... iastgssshgelee doktor Oe 
| ADDRESS eS awe ey So ee | 
. Cy... a _... ZONE...... STATE 


oe AEE ALE kN 
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Its love 
at first sit 


A BIG ANSWER 


to a little girlS problem 


F you employ girls for clerical or sten- 

ographic work you will make them 
happier, healthier and more efficient by 
furnishing them with Goodform Alumi- 
num Posture Chairs No. 2123. These 
chairs have five adjustments which en- 
able them to be quickly fitted to each 
individual so as to provide correct seated 
posture and genuine working comfort. 
Made of aluminum and upholstered with 
foam rubber they are good looking and 
represent a lifetime investment in good 
seating. No splinters and no torn nylons 
either. They reduce fatigue, improve 
morale, increase productivity and pro- 
mote health. Try one in your own office 


for 10 days without obligation. Write 
The General Fireproofing Co., Dept. 
M-24 Youngstown 1, Ohio, for a booklet 
on Goodform Office Seating and the 
location of our nearest branch or dealer. 


Foremost in Metal Business Furniture 


DEALERS THROUGHOUT THE WORLD 


Olt atts 
No single piece of office equip. 
ment contributes more to a 
worker’s productivity than the 


chair on which she sits. Take 
these outstanding features of 


a 


“Al 
3 
te 
4 
4 


} 


Goodform No. 2123 as your 
yardstick when you measure — 


office chairs: 


1. Five simple controls adjust to 


user: (1) raise or lower back; — 


(2) move back forward or back- 
ward; (3) regulate angle of 


backrest; (4) regulate tilting of — 


back; (5) raise or lower seat. 


2. Welded, heat-treated alumi- 
num frame will not dent, bend or 


break. Cannot split, splinter or — 


warp. 


3. Satin-smooth, anodized finish ; 


never tarnishes. Washing with 
soap and water keeps clean and 
sparkling. 


4. Foam rubber cushioning on 
seat and back is resilient, cool, 
comfortable. Retains shape and 
springi per tly. 


5. Upholstery of buyer's choice— 
all-wool Bedford cloth or modern 
plastic-coated fabric. Wide selec- 
tion of colors. 


6. Rugged chair irons designed 
specially for Goodform. Four of 


five adjustments controlled by iron. 


7. Top-bearing casters with hard 
or soft rubber wheels. Sockets 
rigidly molded into base, guaran- 
teed to hold casters. 


8. Pays for itself. Prorated life- 
time cost is under 2¢ a day. The 
lessening of fatigue and the added 
comfort of this chair not only re- 


duce absenteeism but actually lead 


_typists to work more minutes per 


hour. The typing of one addi- 
tional letter a day will pay for the 
chair within two years. A 5Up in- 
crease in a worker's pr ivi 


pays for it in six months. 


Copyright 1950—The General Fireproofing Company 
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ee 
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“Sitting Pretty" —Compare this Goodform point 
by point with any other stenographer’s chair 
on the market and see for yourself why it's the 
best buy for your company, too. Write us re- 
garding ashowing of our sound movie, Sitting 
Pretty", which tells the whole story of the 
2123 chair. * vg 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


The editors of this magazine 
extend to all their readers 
hearty good wishes for 
A Merry Christmas 
and 
A Happy New Year 


December, 1950 


time for THINKING 


DEFINITELY time for thinking, as we approach 1951. You will pardon us, but 
there is too little thinking done in the office at any time. The accent is on do- 
ing, and the thinking and planning on which all worth-while accomplishment is 
based tends to be slighted in the busy g-to-5 hours when the office wheels are 
humming, getting things done. Office people who are caught just thinking still 
feel self-conscious about it—even hasten to explain. 

If the emergency which confronts the nation continues for any length of 
time, it is inevitably going to be reflected in the office in all the troublesome ways 
which the office executive remembers from the last war. Systems and procedures 
which have stood the test in what we thought of as peace are likely to show 
strain or crack wide open under the impact of increased work to be done with 
scarcer, less able labor, and equipment and supplies limited in various directions 
for one sound reason or another. 

The office manager and all other executives who have any phase of office 
management among their responsibilities need a few quiet hours right now for 
some serious thinking. Existing routines need to be reviewed, and assayed for 
their value in meeting the probable contingencies of tomorrow. The physical 
resources of the office must undergo new analysis, and thought must be given to 
the problem of holding or replacing the type of personnel the office needs in 
order to function at peak efficiency. 

If this is the calm before the storm, let’s utilize it for constructive thought! 

And now is the time, too, for getting outside the boundaries of one’s own 
office in search of experience elsewhere. Management associations are a great 
help in the pooling of experience, but there is too little of the often even more 
valuable help which comes from contact, say, between one office manager and 
another. The man across the street may often have solved the problem that is 
giving you a headache. 
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“MOBILIZATION AND THE 


AMA President Lawrence A. Appley, left, and 
E. H. Conarroe, AMA Vice-President in charge 
of Office Management, are caught by the 
camera during AMA conference in New York. 


OFFICE MANAGEMENT AND EQUIPMENT 


A TW®-DAY national conference to discuss the 
problems: tiaposed on the office by economic mobil- 
ization was held October goth-3ist, in the Hotel 
Statler, New York, by the Office Management Di- 
vision of the American Management Association. 
Office executives from all sections of the country 
gathered to discuss the possibilities of increasing cler- 
ical productivity to take care of the increased load 
which the office must bear in economic mobilization. 

Chairman of “The Office and Economic Trends” 
panel was E. H. Conarroe, of the Metropolitan Life 
Insurance Co. and AMA vice-president in charge of 
the Office Management Division. Speakers and their 
subjects were: Robert K. Burns, Director, Industrial 
Relations Center, University of Chicago, “The White 
Collar Worker in Present Day Economy’; and Sum- 
ner H. Slichter, Professor, Harvard University, “Some 
Problems of the Production Race with Russia.” 

W. Miller Bennett, controller of Inland Container 
Corp., was chairman of the panel on “Office Protec- 
tion and Communication.” Speakers and their sub- 
jects were: Russell Jackson, Senior Methods Analyst, 
Systems Department, Socony-Vacuum Oil Co., “Pro- 
tecting Records in Time of War’; and Milton E. 
Mumblow, Director, Employee Publications Section, 
Employee Relations Staff, General Motors Corp., 
“Employee Communications, A Number One Job: 
The General Motors Story.” 

Chairman of the panel on “Training for Improved 
Productivity” was Lawrence C. Lovejoy, Professor of 
Management and Industrial Relations, New York 
University School of Commerce, Accounts and Fi- 
nance. Speakers and their subjects were: C. M. 
Skade, Assistant Controller, S$. H. Kress & Co., “A Su- 
pervisory Training Program That Works”; and Dr. 
Murray Lincoln Miller, Chief of Reading Improve- 
ment Headquarters, Air University, Maxwell Field, 
Montgomery, Ala., “Experience of the Armed Services 
in Training Officers in Reading Ability.” 

Lawrence A. Appley, AMA president, was chair- 
man of the luncheon session on October gist, which 
was addressed by Eldridge Haynes, President and 
Publisher of Modern Industry. Haynes’ subject was 
“Economic Mobilization Challenges Office Manage- 
ment.” 

Mr. Conarroe also presided over the Office Idea 
Exchange session which was devoted to “Improving 
Productivity Through Better Controls and Planning.” 
Each of the speakers at this session read ten-minute 
papers which presented practical ideas on improving 
productivity that were applicable in many office situa- 
tions. After each paper was read, a question-and- 
answer period was held, with the audience participat- 
ing through written questions. Speakers at this ses- 
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OFFICE” is AMA theme 


Office executives during a panel session of AMA conference 


sion and the subjects they discussed were: Gordon 
L. Williams, Specialist in Systems and Procedures, 
W. T. Grant Co., “A Program for Office Expansion”; 
T. H. McDonough, Manager, Office Services, H. J. 
Heinz Co., “The Office Standards Impact”; James W. 
Quigg, Manager of Supervisory Training, Air Reduc- 
tion Corp., “Manpower Budgeting Control”; Ray- 
mond B. Crean, Vice-President, Apparatus Sales, 
Eddystone Division, The Baldwin Locomotive Works, 
“The Office Operations Budget”; A. G. Whaley, Pro- 
cedure Supervisor, U. S. Steel Export Corp., “Chart- 
ing Clerical Operations for Analysis of Clerical Func- 
tions”; and Henry H. Canaday, Supervisor, Cargo Di- 
vision, American Airlines, “Printed Forms Controls.” 

The conference was planned with the thought of 
helping members to meet current responsibilities and 
to realistically appraise techniques, procedures, con- 
trols, and even attitudes. ‘To a notable extent, AMA 
relied upon the best thought and action of alert office 
executives throughout its membership. 


Charles M. Skade, Assistant 
Controller of S. H. Kress & 
Co., as he addressed the AMA 


office management conference 
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Shaw-Walker is proud to have had a substantial part 
in equipping the prize-winning Philip Morris offices. 


They were chosen “Office of the Year” by a nation- 
wide survey conducted among members of the 
American Institute of Architects and members of the 
Association of Consulting Management. 


Partial view of  prize- 
winning office. Note how 
the beautiful Shaw- 
Walker executive desks in 
the background and the 
attractive Shaw - Walker 
desks in the general of- 
fice enhance the appear- 


ance of the entire layout. 
_—_> 


Shaw-Walker equipment, 
adjacent to the reception 


room, creates a hbleasing 
, ° impression of beauty and 
a efficiency upon all who 
visit the Philip Morris 
offices. 


SHAW-WALKER QUALITY 


Seer ENHANCES PRIZE WINNING 
OFFICE OF THE YEAR 


OFFICE MANAGEMENT AND EQUIPMENT 


Shaw-Walker stock equipment meets the exacting 
standards of experts. This assures you of similar 
results whether you are refurnishing or adding a 
single unit. 


So insist on Shaw-Walker equipment and service. 
Be sure of prize-winning quality, beautiful design 
and “TIME-ENGINEERED” efficiency. 


SEND FOR FREE BOOKLET 


The booklet “TIME and OFFICE 
WORK” contains 32 illustrated pages 
bursting with time saving, office im- 
proving ideas. Just off the press, it’s a 
valuable thought provoking manual for 
all business executives. Write today 
on your letterhead to Shaw-Walker, 
Muskegon 37, Michigan. 


@ SHAW-WALKER 


Executive Offices at Muskegon, Michigan, 
Branches and Dealers in All Principal Cities 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World. 
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Philip Morris Called For & 
Bonny Maid Versa-Tile# 


¥ competition with offices all over America the new Philip Morris office at 
100 Park Avenue, New York City, has been chosen “Office of the Year” by 
Office Management and Equipment Magazine acting in cooperation with mem- 
bers of the American Institute of Architects and the Association of Consulting 
Management Engineers: In competition with all other floor coverings, Philip 
Morris chose Bonny Maid Versa-Tile. 

This award marks still another glowing tribute If you want prize winning acclaim for your 
to the beauty and durability of Versa-Tile. For offices be sure to use Bonny Maid Versa-Tile. 
over 40,000 square feet of flooring in these mag- 
nificent offices are covered with Bonny Maid 
Versa-Tile. And Philip Morris maintenance 
men happily report that a single waxing once 
each month keeps these Versa-Tiled floors in 
sparkling condition. 


Bonny Maid,  VERSA-TILE VARIETIES 


Every Week on NBC Television Coast-to-Coast 


Convince yourself of Versa-Tile’s qualities by seeing it 
dramatically demonstrated on TV. 
BONAFIDE MILLS, INC. versa-rie vivision OM 


© 12. . 
ie 295 Fifth Ave., N. Y. 16 @ 13-175 Merchandise Mart, Chicago, III. 


Unconditionally guaranteed for floors 
below grade, on grade, above grade. 
No other low cost flexible floor tile 
can make this claim. 


BONNY MAID e The rye test.. .by far e@ VERSA-TILE @ INLAID LINOLEUMS e@ ENAMOLIZED RUGS AND ROLL GOODS 
December, 1950 OFFICE MANAGEMENT AND EQUIPMENT 31 


ae ee pee a - om 2 ig «ata SRR = nae a. So ery /— : 
See: A: ee Ae ee hl 
j . 
’ — : ’ 
: ' ‘ - ene . 
a &a. | | | en la 
r > . i Ps Se a tae 
4 ee. a > j J : eid 31 z c- - 
is eS ee 5 : 53 ihe) RE € ie ; ‘ oa ad 
ri 2 By. ae tod ; i * sms se. : * i: ~ 0 yi. = a F min 
i a ‘¢ i r oe cs = 4 . m » ‘ Td ; 15 ‘ 
. ; Po oa ae Pe a. > . 
2 os oe CC aaa ee 
: Bi ‘ } Lo “ ager s a a a ES oe 4 
m bape es >< % °F te a 3 
a Reig ok Se eee. de 
j f _ se ala ee a en Sig a iy eget 
, gn lee, Mioce oe a a + i 
iat eg oe Ries me Paha me eT oes 
in - a sie = ‘ ie i tg apy MY a, 7. 2 “ ; “ aE tee i 
, = ita ee i PRIS he = oe a ae 
ra! ee. a f ged ES a es ee ei oe ae So... Oa si 
a ‘ 2 eT A a ed z .. = ee: 
be ‘ 5 ie tet ig a os a. = ee By : Pra 2s 
. *; ios ae ri y , pes bats ‘ Fe 
Poche) ‘ eee at a i ee, eee oe fo Pel. nt . “Rae és 
reas rege ‘ er ee i ; i ‘ig a 
\ oN 
f 
can 
‘ i il 
sa 
| ee Sg 
* \ 
« + 
r “ 
= 4 
+ ae 
Ys ; ' >, 
bd 
“2 
ee “e 
] 
é 
; 2 
* a -« 
e ; 
- 4 a 
| 
‘. om : inal a Beh ae ] ae ii a ae 7, 9 Se eS eh Cee ~ ae ; , . en: : a: 
pis F | a a . a be Sy ee) i Sc Se: + oe tee ; 
4 er ne te ae P tes a ae. Sao aes 2 ae soe, i as ie 
Si ar a Hep mm a a a Sty ™ ae Be) 7 : = 4 iy ; 7 a ; = : = ae - 


are used exclusively in new 
JOHN HANCOCK OFFICE BUILDING 


New building and typical offices of The John 
Hancock Mutual Life Insurance Company, 
Boston, Mass., showing Goodall Mohair 
Casement curtains in use. Of course, Goodall 
woven upholsteries and plastic upholstery 
fabrics were also used in this building. 
Cram and Ferguson, Architects & Engineers 
Turner Construction Company, Builders 


1350 windows in this huge, modern, air-condi- 
tioned building were to be covered with the most 
efficient and most attractive window coverings 
obtainable. After careful investigation, Goodall 
Mohair Casements were chosen for their beauty, 
utility, durability and easy maintenance... and 
because of their greater ability to reflect the 


Independent laboratory tests prove sun’s rays. 
‘ r Made by the world’s largest manufacturer of 
Goodall Casement Fabrics equal or superior casements that contain mohair and scientifically 


Blended-for-Performance by the exclusive Goodall 
process...these beautiful translucent fabrics 
offer every advantage of easy maintenance. They 
require almost no care while hanging... a 
minimum of cleaning...will not stretch or sag... 
are preferred in office buildings, banks, institu- 
tions and homes across the country. 

{Variable blend of mohair, cotton and rayon. 


Goodall Casement Curtains a 
——— 
are BI {. : -P = sesenates Ay > sols 


to any other known window interior covering 


Yes, independent laboratory tests proved that Goodall Mohair 
Casements aided air-conditioning systems by reducing the air- 
conditioning load to a minimum. A vital factor in keeping build- 
ings cooler in summer and warm in winter. 


e Dust Repellent e Won't Sag or Stretch 
e Washable or Dry Cleanable ¢ Wrinkle Resistant 
e Sun Resistant e Available in a wide range of colors 
¢ Only Quality Dyes Used and textures 
e Sound Absorbing 
© 1950, Goodoll Fabrics, Inc. (Subsidiary, Goodall-Sanford, Inc. Sole Makers of World-Famous PALM BEACH®* Cloth) *Registered Trade Merk 


GOODALL FABRICS, INC. - NEW YORK + BOSTON + CHICAGO + DETROIT - SAN FRANCISCO + LOS ANGELES 
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OFFICES 


honored 


in the 


“Office of the Year” Awards 


di- 

st 

gs IN THE PAGES following Orrick MANAGEMENT AND EQUIPMENT presents a 
all selection of pictures and a highlight description of each of the six offices honored 
ty, in the “Office of the Year” Awards established this year by Orrick MANAGEMENT 
nd AND EQUIPMENT as a means of turning the spotlight each year on new offices 
he representative of the best in design, layout, and equipment. 

Last issue, this magazine carried the story of the presentation of the 1950 
of Awards, which took place in New York on October ggrd. Now, so office execu- 
lly tives through the country may have a useful summary of the elements which 
all contributed to make these offices outstanding for 1950, here is material on the 
- offices themselves. 

a Two of these offices received the “Office of the Year” Award plaques. They are: 
te John Hancock Mutual Life Insurance Co., Boston 
u- Philip Morris & Co., Ltd., New York 
Four other offices received honorable mention. They are: 
General Petroleum Corp., Los Angeles 
Mutual Life Insurance Co. of New York 
Cresap, McCormick, and Paget, New York 
First Federal Savings and Loan Association, Chicago 
Several of these offices were described in detail in features published carlier 
this year, when the offices were completed. Some additional points of interest 
will be covered in coming issues. 

The 1951 “Office of the Year” Awards will honor the country’s outstanding 

offices built or remodeled in the period July 1, 1950 to June go, 1951. 
Mork 
LES 
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gonna oe 


Main entrance to the John Hancock Building in Boston 


—tying together the best of the past and the present, 
a monumental office strructure symbolizing the pro- 
gressive conservatism of New England. 


THAT JUST ABOUT summarizes the new offices 
of John Hancock Mutual Life Insurance Co. in 
Boston, winner of Orrick MANAGEMENT AND EgQuip- 
MENT’S “Office of the Year” award as the most out- 
standing office built in the twelve months ending 
June 30, 1950—in the classification of offices having 
more than 500 employees. ‘Total area of this great 
new office building is 974,142 square feet. ‘There are 
approximately 5,500 home office employees. 

The structure, for which Cram and _ Fcrguson, 
Boston, were architects and engineers, is notable 
both in reflecting the experience and tradition of 


an old-established company and in utilizing the most 


modern facilities for the work of today and tomor- 


34 


OFFICE MANAGEMENT AND EQUIPMENT 


row. It provides particularly large uninterrupted 
areas of space on the typical floors—48 by» 250 feet 
without columns or other obstacles. Within these 
areas, windows, lighting fixtures, and under - floor 
electric conduit systems are laid out on a uniform 
modular basis. Movable partitions can be installed 
wherever required without disturbing any of the 
primary facilities. 

The polished granite and sandstone building, 
which rises to a height of twenty-six stories, has in 
addition to eighteen fast elevators what is called the 
most extensive moving stairway system in any office 
building anywhere, connecting the levels from the 
basement to the eighth floor. 

Lighting facilities, designed to coordinate with the 
building interior color schemes, comprise 20,000 
built-in fluorescent units, one of the country’s largest 
lighting installations. Instead of shades or blinds, 
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Above: Views of executive din- 
ing room (left) and one of the 
executive offices. 


Left: Lounge areas on the rec- 
reation floor provide for the 
relaxation of employees. 


Below: Reception center off the 
main lobby has_ consultation 
booths in the background. 
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General office areas make maximum use of floor space without crowding 


this building is equipped throughout with casement 
cloth curtains on all windows. 

A vertical conveying system for mail and _ inter- 
office papers hooks up several floors in the building, 
providing swift dispatch for the extremely heavy 
volume of papers called for in the work of a great 
insurance company. 

No expense has been spared in giving the new 
John Hancock offices everything which modern ex- 
perience has shown likely to aid efficiency and com- 
fort. An air-conditioning system handling go million 
feet of air an hour, a system of piped music also 
doubling as a public address system, a radiant heat 
installation to melt snow and ice on sidewalks sur- 
rounding the building, and Thermopane windows 


throughout the structure are only a few of the many 
special features of these offices. 

Dining areas on the sixth and seventh floors, with 
a great lunchroom on the seventh floor; a recreation 
floor containing a gameroom, library, lounge areas, 
and a co-operative store are part of the provisions 
for employee comfort and welfare. There is a com- 
pletely equipped auditorium of the most modern type. 

Automatic control and recording of the building's 
air-conditioning and other service facilities are cen- 
tered in a basement room with an area of 1,134 square 
feet. The instrument board, in seventeen sections, 
has a total of 51 feet with a height of 81 inches. The 
recording instruments are all of the 24-hour type, 
each chart representing the continuous record of a 


Partial view of the cafeteria which can accommodate 1,000 employees 
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full day’s operation, and providing guidance for su- 
pervision of the air-conditioning, with comfortable 
and healthful working conditions assured throughout 
the building. In addition, the charts will help locate 
the cause of any faulty conditions that may occur, 
and lead to prompt correction. 

; CREDITS 
Temperature and air-conditioning control: Johnson Serv- 

ice Co., Milwaukee, and Foxboro Co., Foxboro, Mass. 

Air-conditioning: York Corp., York, Pa. 


Electric stairways: Westinghouse Electric Corp., Pitts- 
burgh. 


Conveyors: Lamson Corp., Syracuse, N. Y. 
Thermopane glass: Libby-Owens-Ford Glass Co. 


The employees’ library is an important part of the recreation floor 


Cleveland. 


Movable partitions: FE. F. Hauserman Co., 


Fioor covering: Armstrong Cork Co., Lancaster, Pa., and 
Mohawk Carpet Co. 


Wall covering: United States Plywood Corp. 
Casement curtaining: Goodall Fabrics, Inc., New York. 


Lighting fixtures (executive offices): Smithcraft Lighting 
Co., Chelsea, Mass. 


Lighting (all general areas): 
New York. 


Cafeteria table tops: Parkwood Corp. 
Mail chutes: Cutler Mail Chute Co., Rochester, N. Y. , 
Intercom system: 


Sylvania Electric Products, 


Automatic Electric Corp. 


Employee lockers: Berger Mfg. Div., Republic Steel Corp., 
Canton, O. 


John Hancock Hall seats 1,132, has an orchestra pit and projection booth 
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View from the rear of the reception room shows double glass door entrance 


new PHILIP MORRIS office is 


—skilful utilization of big-city office building space 
for the highly functional yet vibrantly impressive 
headquarters of a great national advertiser. 


The reception room from the outside, looking in 


THE OFFICES of Philip Morris & Co., Ltd., winner 
of OrriceE MANAGEMENT & EqQuipMENT’s “Office of 
the Year” Award plaque as outstanding among new 
American offices in the category of offices having 
less than 500 employees are located on the third 
and fourth floors of the new 36-story fully air-condi- 
tioned building at 100 Park Avenue, New York. 
Architects for the offices as well as the building in 
which they are located, were Kahn & Jacobs, of New 
York. 

One of the outstanding features of the Philip 
Morris offices is the reduction in private offices. Only 
the chairman, the president, and the other company 
officers have been provided with private offiices— 
and these are grouped at one end of the third floor. 
All other executives work in the “open areas,” to- 
gether with their secretaries and aides, in a visible 
application of “teamwork.” 

O. Parker McComas, Philip Morris president, has 
long contended that employees must not only be 
told they are “members of the Philip Morris team” 
but that they must be shown and made to feel, by 
actual working conditions, that this is true. 

Although private offices are few, ample conference 
rooms have been provided, so that there will be 


December, 1950. 
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General office areas are designed for efficiency 


highly functional, colorf 


plenty of privacy for advertising and radio consul 
tations, personnel interviews, and the like. 

A most unusual departure from normal office dec- 
oration is the board room. The traditional long, 
shiny table, with equally traditional individual ink 
stands and pads, are missing here, and the stiff, for- 
mal chairs found in most board rooms are gone too. 

Replacing the usual conference room table is an 
s-foot wide coffee table set at one end of the room. 
A ring of comfortable arm chairs encircles it. A 
half-dozen attractive table lamps and several end 
tables add to the impression of a room meant for 
every-day use the year around. 

All this is part of the “easy access” feeling which 
the visitor gets from the first step he makes into the 
reception room. This, like the rest of the offices, is 
not closed in. The visitor can see much of the offi- 
ces through a large open space behind the recep- 
tionist, and quickly gets the impression that he is 
welcome and the company is eager to be of service 
to him. 


Striking use has been made of color throughout. 


Color schemes and interior decoration of the offices 
were done by Egmont Arens, noted industrial de- 
signer. 


December, 1950 


Arens develops his color palette according to 
a scientific system of color-coordination based on the 
psychological effects that colors have on people. 

“Before I went to work on this job,”” says Mr. 
Arens, “I had a conference with Alfred E. Lyon, 
chairman of the board, and Mr. McComas, president, 
to discover what general effect they hoped to get in 
the new offices. 

“Mr. Lyon, who has not forgotten the days when 
he was out selling cigarettes to the trade, was very 
explicit. What he wanted was a general atmosphere 
of hospitality so that any member of the Philip Mor- 
ris sales force could walk in and feel at home, or 
where an old tobacco man could toss his hat and 
sink into a comfortable chair.” 

“We have a lot of tobacco-auction men coming 
in here,’ Mr. Lyon told Mr. Arens, “the men who 
are experts in selecting the tobaccos that go into 
Philip Morris cigarettes. Those fellows are not stuffed 
shirts, they don’t put on any front. They are real 
he-men. I want this office to be the kind of place 
they like to come into.’ 

Mr. McComas, who has a_ banking background, 
agreed with Mr. Lyon, but added that he wanted a 
set-up that would be out in the open, as in a mod- 
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All executives except top officers work in open areas. The number of private offices is limited 


ern bank, where even the vice-presidents sit out front 
where they can be seen, and be readily accessible to 
those who consult them. 

With these ideas as a clue, Mr. Arens went to 
work. The reception room was designed in warm 
mahogany tones to create a feeling of welcome. Big 
easy chairs are much in evidence. 

The far end of the reception room is an open 
counter beyond which, in a setting of cool green, 
may be seen the desks of the advertising and _ pro- 
motion executives. The only partitions are for con- 
ference rooms conveniently spaced throughout the 
area. 

The color scheme of the main work areas is de- 
signed to create a cheerful mood for the employees. 
Sunny greens inter-spaced with deep greens give 
the effect of sunshine on leaves and grass. Eye fatigue 


Office of Alfred E. Lyon, Philip Morris board chairman 
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is avoided by coloring end walls in reddish shades 
of autumn brown or rust. Complementary colors, 
judiciously spaced, provide just the right amount of 
relief, lessening eye strain and increasing efficiency. 


The plastic flooring was made especially for Philip 
Morris in a special shade of green selected by Mr. 
Arens and designed to reflect a portion of the illu- 
mination without glare, thus increasing the level of 
brightness in the room but without causing eye strain. 

The recreation rooms are done in coral tones re- 
lieved by rusty brown, on the theory that when the 
workers move from the warm colors of the recrea- 
tion rooms back into the cool green work rooms, 
they feel refreshed and ready to tackle their work 
with renewed vigor. 

The board room is designed for the comfortable 
informal meetings for which the Philip Morris ex- 


, ecutives are famous. This is designed as a room 


where a man can make decisions in a relaxed frame 
of mind. Walls of deep green, with a relief wall 
in autumn rust-red, and carpets of rich Burgundy 
red are felt to give just the right background for 
these meetings. 

The executives’ offices, each in a different color 
scheme, were designed to suit the individuality of 
the occupants. Thus Mr. Lyon’s office has deep green 
walls and a wine-colored carpet which give an effect 
of dignity and character. The wide leather-uphol- 
stered chairs reflect the warmth and hospitality of 
Philip Morris’ dynamic chairman. 


President McComas’ office is crisp, modern, and 
business-like, but with its own charm, in cool greys 
and greens as a frame for Mr. McComas’ combina- 
tion of efficiency and friendliness. 


W. C. Foley, vice-president in charge of purchas- 
ing, chose a room done in several shades of green. 
George J. Henn, vice-president in charge of sales 
administration, liked this color scheme so well that 
his office is exactly the same. L. G. Hanson, vice- 
president and treasurer, and L. Seelinger chose cool 
color ensembles of ,'acier green and ice blue. 
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Clark Ames, vice-president in charge of produc- 
tion, chose a combination ranging from a warm 
brown-grey to beige with a tan carpet. 

Ray Jones, vice-president in charge of sales, wanted 
a neutral background of light and dark greys so that 
he could properly judge colors of displays and other 
promotion material presented to him. The grey tones 
of the walls are relieved by gay colored window 


drapes. 


CREDITS 

Steel desks: Shaw-Walker, Inc., Muskegon, Mich. 

Posture chairs: Domore Chair Co., Elkhart, Ind. 

Lighting fixtures: Miller Co., Meriden, Conn. 

Floor tile: Bonafide Mills, New York 

Carpeting: Shelton Looms, Shelton, Conn. 

Wardrobe lockers: Vogel-Peterson Co., Chicago. 

Vault room: Mosler Safe Co., New York. 

Ceiling material: Jacobson Co., New York. 

Wood desks: Standard Furniture Co., Herkimer, N. Y.; 
supplied by Desks, Inc., New York, who also supplied 
other executive office furnishings. 

Drapes and additional furniture: Dan Cooper, New York. 

Wood partitions: Juno Woodworking Co., New York. 

Clocks: General Electric Co. 

Postage meter: Pitney-Bowes, Inc., Stamford, Conn. 

Other mailroom equipment: Commercial Controls Corp., 
Rochester, N. Y. 

Wall covering: United States Plywood Corp., New 
Rochelle, N. Y. 

Floor covering installations: Manhattan Carpet Co., New 
York. 


Top right: There’s even a place for a_ television 
set and movie projector. Right: A full-time nurse 
ministers to all the minor medicrl needs of em- 
ployees. Below: In the open office area 
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the offices of 


General Petroleum Corp. 


TO 


Modernistic tenor of 
the General Petrole- 
um Building, above, 
is continued in this 
reception room, 
right, off the main 
entrance to the 
building 


Honoratle Mention 


—outstanding example of the fresh, bright, and in- 
spiring Californian approach in an office building 
incorporating many innovations. 


AN HONORABLE mention in the “Office of the 
Year” Awards went to the home offices of General 
Petroleum Corporation, Los Angeles, in the classifica- 
tion of offices employing more than 500 persons. Wel- 
ton Becket & Associates, of Los Angeles, were the 
architects for these offices. 

General Petroleum’s offices are housed in the Gen- 
eral Petroleum Building, which is the largest office 
building in Southern California. Of the gross total 
of 502,672 square feet in the General Petroleum 
Building, 320,471 is net usable space (excluding ele- 
vators, staircases, equipment rooms, corridors, lobbies, 
rest rooms, etc.). Of this total usable space, General 
Petroleum occupies 175,220 square feet, or 55 percent. 
The remaining 145,251 square feet are occupied by 
the offices of some forty tenants. General Petroleum 
has approximately g50 employees housed at this head- 
quarters. Total building population is approximately 
2,000—General Petroleum staff plus tenants and their 
employees. 

From an architectural point of view, the General 
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Above: A distinctly modern motif prevails. Right: 
One of the offices created by movable partitions 


Petroleum Building is very interesting on several 
counts. 

By the use of lightweight concrete, hollow-wall 
gunite construction, and other weight-saving devices, 
the deadweight of the building was reduced 13,000 
tons, with a saving of 1,200 tons of structural steel 
alone and a consequent saving in construction costs. 
It is also one of the first major office buildings in the 
northern hemisphere to employ aluminum fins as sun- 
shades, which considerably reduces the amount of air- 
conditioning refrigeration. 

Modular in design, the entire building utilizes mov- 
able partitions throughout on a 7-foot module, with 
a window and separately controlled air-conditioning 
outlet in each module, and an under-floor duct system 
on 5-foot centers, which can be drilled at any point 
for light, telephone, and intercommunication outlets. 
A portable lavatory-closet unit, moreover, can be in- 
stalled at every second module, and removed when 
necessary like a piece of furniture. 

This modular system, plus the use of the movable 
partitions, makes the new offices flexible and adaptable 
to an unusually high degree. This is felt by General 
Petroleum to be the most important single character- 
istic of the building, one which is particularly suited 
to the needs of the oil business, which is subject to 
frequent changes and in which adaptability is highly 
desirable. Within a matter of hours it is possible to 
completely revamp office usage plans and .the actual 
offices themselves, without high expense or work in- 
terruptions. 
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The practical advantage of such modular planning 
was recently proved when the General Petroleum 
Corporation was able to move four entire floors in a 
matter of days with no structural change and with a 
minimum of inconvenience and expense. 

Thirteen stories high, to conform to the 150-foot 
Los Angeles height limit, the building is constructed 
around two square interior courts, to give every office 
window-space. 

Interior appointments, including the decor of the 
executive offices on the top floor, were also designed 
by Welton Becket & Associates. 
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There are a great many other features which go to 
make these offices notable. 


A complete sound system delivers “music while 
you work” to offices throughout the building. Radio 
programs or recordings may be broadcast on the sys- 
tem, which can also handle “live” events, such as an 
address by the company’s president to employees. 

Rest rooms are so designed that all equipment, fix- 
tures, and partitions are suspended from the ceiling 
or walls, providing complete and easy access to the 
tile floors for cleaning. 


Seven passenger elevators, each with a 20-person ca- 
pacity, travel 7oo feet per minute. Facilities are in- 
stalled for an eighth elevator if needed. A 400-foot- 
per-minute freight elevator can lift 8,000 pounds, and 
has an 8x 10-foot floor area. A 500-pound capacity 
“dumb waiter” is used for distribution of mail, 
memos, telegrams, and teletype messages, eliminating 
inter-floor trips by messengers. 


Office lighting is accomplished by 3,500 Sunbeam 
fluorescent fixtures, each with three tubes. About 35 
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Left: Typical outside office. Wall on the left 
is a moveable partition. Below left: The of- 
fice also has a double size prefabricated office 
eabinet which contains a washstand, coat rack 
and mirrored cabinet with fluorescent lights 
and power outlet. Below: Five separate offices, 
each 14-foot wide, are created by four move- 
able partitions. Walls can be relocated in a 
few minutes at space intervals of 7 feet. 


Serer cage cee semen n= 


candle-power reaches desk level through diffusing 
glass which sets flush to the ceiling. Corridors are 
lighted with 774 square fixtures. 

Interiors of the building’s more than 1,000 offices 
are a soft and pleasing grey. Warm, finely-grained 
woods, sparkling glass, and softly shining aluminum 
set the interior decor. Elevator lobbies are paneled 
in red birch with a grey driftwood stain. Corridors 
are two shades of green. Clear glass panels and fluted 
frosted glass are used with striking effect on each 
floor. Large photo murals are used on upper floor 
reception room walls, while the main floor lobby, 
which is done in bleached teak, has two large display 
windows. 

Doors throughout the building are of matched 
birch veneer. Though they number over 1,500, no 
two are alike, and their changing and natural pat- 
terns provide a pleasing contrast to the solid colors 
of the corridors and office interiors. The pre-fabri- 
cated office cabinets are of the same finish. 

The General Petroleum Building is located in the 
heart of the Los Angeles business district. 
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Above: Board of directors room. Below: The office auditorium. Below right: A 70- 
foot long office that can be divided into smaller offices quickly with movable partitions 


CREDITS 


Soundproof tile: Acousti-Celotex, made by Celotex Corp. 

Movable partitions: E. F. Hauserman Co. 

Lighting: R. R. Jones Electric Co. 

Cabinets: Pacific Mfg. Co. 

Floor tiling and linoleum: Manufactured by Armstrong 
Cork Co., supplied by William Volker Co. 

Rubber mats: Cactus Mat Co. 

Steel desks and files: Metal Office Furniture Co., Grand 
Rapids, Mich., and Yawman & Erbe Mfg. Co., Rochester, 
N. ¥. 

Desks, chairs, and chests: Jeathercraft Furniture Co.; 
Clark & Burchfield; Dunbar Furniture Mfg. Co.; Stand- 
ard Cabinet Works; Robert Prentice, and Gerald E. 
Crow & Reed of California. 

Wood wall paneling: Pacific Mfg. Co. 

Carpeting: Barker Bros., Los Angeles. 

Draperies: Scalamandre; Pindler & Pindler; Maria Kipp; 
Morley-Fletcher, and McKay, Davis & McLane. 

Upholstery fabrics: Contemporary Textiles Co. 

Directors’ tables: Continental Fixture Co. 

Supplier for bulk of new office equipment: Industrial Sta- 
tionery & Printing Co., Huntington Park, Calif. 


December, 1950 OFFICE MANAGEMENT AND EQUIPMENT \ 45 


. eae a | a . = 
E ; a : 4 ‘ Su et 5 
i 7 
, <—e . =. = pie eae re = — = 
ee |  # ts Sa ee Pik caine a ’ 
: da as Se a aii : 
. : Bs ae we ' Sey ees | : 
eee : = ae ; 
etl 5 Oy, =, es 
ve ote — pln ea - F “ a fe eee 
a SSS Pre ; ae 
Rate ei: _—— a . & = bi % , Si cia ee 
Sa 3 —ee a ee ee a" Seti: ees 
; 8 RN A ee i ee . SSS << = ee 2 } 
Li ja ae Sie SS eee ; 
ere a ee ee See 
+ j te nia aaa eae Ss 
q x ’ “a : Sa ee Cah ceed a, 2 + Mpa ‘ rs 
i i a allies , = a | : 
' Hh HH af ee eT ae vy ae ce : ae : 
| } ) iZ- if i hee ae ng 
a) h)}lUll)lUe «RT de . o> 
' } _ i . ; i —_—' | 
ag 7 ay j tA ged y wee. : a ! 
’ : : + | i a : i - 49 . e ’ it 2 ; % Bigs + n 
a ! 6 c 2 . . wis uo : ae ae ae 
‘. ate i Bee | 
a ile ae : gs - sf be “a j ‘i d e os bas. ye - Wee sa i : es 
nie, Be w Mb ” “ : ; 4 - r | 
te "ee a. ; + ae el a? (oo ‘See piehi ; a ~ - A . 
‘ % — a a 4 * = bites ‘ee a — ff 
5 = Bin i ab) ee ee ee SS , A “Wi oon 
ts ane _— ves a5 = ike ‘ , Fa ae 
OS ” ree =. .. he 
ee 7. au | ” : is ‘ Sp “i i” ls et ee ve ee 
: _ a“ . ie ; a _ 3 i ae, 2 io ; ; 
4 2h te ee . io: Sat ae ig aan ae as 1 og E § " 
eh " : Pa d 2: - 5 ‘ Pe E.| ; 4 ‘ F Pt * i m 4 , ; 
q < ‘a ; - a ie > x : v 5 gi Bee 5B t a 
ms < % & eee . 2 oe ie Srl Be, . ie 
im | 1 : uae | og gan o ee Sait 
RR les oe ee . 
hae i ' = a i > , ‘ee ' er . 
‘as P wes eo 4 OR iy ie y- : a 
“6 2 2 Sea ma oS Lie = ce x - ej Es a ae eon 
Se 4 
* ' : a : ~ el : es - id ea Be & ¥ ‘ r . “ogee * b 
ca _ . F “Tr £ ie a es ie we Pei g ey — Le 
ay a a P ail oe 3 « “2 i be : 
_— ra ~ aw | 
Sa i ai ae Be get a | Ber j .e 2 
? g . _— al | J eee: = ‘ ae s cee [i 
B : a — ee ie) ee — 
= . . mre a ae 3 > eS ne iy a 
— : eft Pi Ligh : aatete aa? A} : i" 
. a “rad : a et eae 
ihe nen art om . § z ai EAN. ei % baie 
oy ie = ; | 
Ft ha 4 te a 3 wae an 
a " _s : lsc, acme eee] _— 
2 — aed MS Ue cc \ a >. | 
| in " _ — " —. mG percs * i . =~ € 7 
bs Si é ee oe ; ” hd es ie oe : f 7 ay, yen 
PS . 6 sail : : : - asia a a if ~~ ae a. 
& ag 5 iain, % ” “=a ; oa eel 
3 aa. : = iia. be. ee a : Dal mr ‘ j 
a j 3 ‘ee ~: é . — ; --—~ weg - E i : 
| ae ote a oom & my 
a pth ; Ye ” ey ton a De ' 
| Iw 2, aa. ee 
’ eae * 4 j ole " itty - Ba = - 
c et Fg 1 , Ss Fes Fs ¥ 
eft cot. He Ea . A 
% ie ae J ia or og ¥ By , me 
. ay 5 { A 9 = ae 
’ ome aT a. “a oe” :  —_ 
4 E ee b sane 2 hg a - a, vie 
ey 2 , ORS cy, ; = 2. mad i 
: Sores. a j ~? 
“ é ha * a 4 «as 
. i Yog A, - "ie Be egurnie 3 7 it 
2 « ., be -_ om eS a oe. hive 
‘Ay J 2 ' me Pe a : a ; . “ , ia 
> e% “az eee, si. ao = ‘ ee A ee os , et 


in ie WA 
Honeratle Mention 


DORA Se al HA nt 


LE: 


aE 
ae 


The building which houses the offices 

of Mutual Life Insurance Co. in mid- 

town New York, has a_ spectacular 
weather indicator tower on top 
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—notably successful integration of the varied and 
complex office facilities of a big insurance company 
in a new addition to New York’s office skyline. 


$ 


THE NEW 25-story home offices of The Mutual Life 
Insurance Co. of New York, Broadway at 55th Street, 
New York, winner of honorable mention in the 195 
“Office of the Year” Awards, in the division of offices 
having more than 500 employees, was constructed 
in order to provide a more efficient workshop for 
servicing the life insurance of the company’s policy- 
holders, to whom the building is dedicated. Shreve, 
Lamb, & Harmon Associates, of New York, were the 
architects. 

The structure was planned around flow charts 
which indicated where all work originated, how it 
traveled from floor to floor, department to depart- 
ment, and within each department. These flow charts 
enabled the company to establish what it considers 
an ideal organizational set-up—one which provides 
extreme simplicity, maximum flexibility, and straight- 
line progression, along with worker comfort. 

Because it employs movable metal partitions 
throughout in construction, the building is called 
the first completely flexible private office building 
in New York City. Since entirely different layouts 
may be necessary in the future as conditions change 
and business grows, the movable walls will make it 
possible to change the size and shape of any indi- 
vidual office overnight, and to make major changes 
over a week-end. 

Indications are that, thanks to the many special 
features of the new building, a large increase in pro- 
ductivity will be achieved, together with savings in 
operating costs, lower maintenance expense, and im- 
proved employee morale. 

Notable in the design and plan of the new -offices 
are: Ag 

1. The recessing of the Broadway wall to main- 
tain right angles with the 55th and 56th Street walls, 
permitting subdivision into offices free from either 
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Above: Office areas stream-line routine 


Right: Blackboard, bulletin 

board and recordings help 

illustrate and emphasize the 

speaker’s point as executives 

sit around the table in com- 
fort 


Below: Employees play cards in reception room 
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acute or obtuse angles and producing not only a more 
attractive elevation but also finer views from the var- 
ious floors. 


2. The treatment of the Broadway entrance lobby, 
which continues the exterior polished granite into 
the building. 


3. The planning of the “core” containing eleva- 
tors, stairs, shafts, etc., so that complete circulation 
around these facilities is maintained on each floor. 


4- The avoidance of drab and uninteresting ofli- 
ces by means of carefully studied colors. 


Complete air-conditioning is provided throughout, 
which not only maintains uniformly comfortable 


The public address system control room at Mutual 


Their day’s work done, employees leave through the main lobby of the Mutual Life Insurance Co. Building 


conditions of temperature and relative humidity but 
minimizes infiltration of dirt. 

Perforated metal pan acoustical ceilings used 
throughout the offices help reduce noise levels. Flush 
recessed fluorescent lighting fixtures provide light 
of relatively high intensities without glare. 

There is extensive use of under-floor ducts for 
high and low tension electrical distribution. 

An extensive wired program system, for music as 
well as speech, has been provided, with a central 
control room. 

An entire floor has been assigned to employee 
recreation, cafeteria, reading rooms, and lounges. 


The actual layout of the offices themselves, and the 
task of planning the removal of the company from 
the large quarters it occupied for many years in down- 
town New York began many months before comple- 
tion of the new building. Details of the planning 
and execution could be studied to great advantage 
by any office organization faced with a similar job of 
removal. 

It is possible here only to summarize the way this 
big project was organized. 

Early preparations were handled by the Planning 
Division of the company, a group of systems analysts 
and related personnel headed by Herman Knauss. As 
a beginning, this Division drew up plans of every 
floor to be utilized by the company in the new struc- 
ture, the key to the organization of all the component 
parts of the planning being the efficient step-by-step 
processing of an insurance policy from beginning to 
end. With this underlying objective in mind, related 
departments were brought together by parts of floors 
and by floors to form a harmonious whole. 

As the plan of each floor was evolved, miniature 
mock-ups were put on view for the information—and 
suggestions—of the personnel concerned. These 
mock-ups, which were turned out in Mutual’s own 
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carpenter shop, proved valuable also in helping the 
Planning Division get a practical visualization of its 
progress. 


Simultaneously with these activities, a new Building 
Division was organized, to have complete responsi- 
bility for the actual removal to the new quarters. 
This Division was headed by J. McCall Hughes, 
Comptroller of the company, with Robert L. Mc 
Caffery, his administrative assistant, as his aid. Work- 
ing with Mr. McCaffery was R. F. Olsen, a former 
member of the company’s architectural group, whose 
special task it was to plan details of the moving with 
the Weissberger Moving & Storage Co. 


The New Building Division had each department 
head appoint a representative to serve as contact with 
Mr. Olsen and other departments on removal arrange- 
ments. 


CREDITS 


Addressing equipment: Addressograph-Multigraph Corp., 
Cleveland. 

Mimeograph equipment: H. C. Anderson Mimeograph 
Corp., New York. 

Steel equipment: Art Metal Construction Co., Jamestown, 
1. ee £ 

Varityper machines: Ralph C. Coxhead Co., Inc., Newark, 
N. J. 

Mail chutes: Cutler Mail Chute Co., Rochester, N. Y. 

Drafting desks: Arthur Brown & Bro., Inc., New York. 

Maps: C. S. Hammond Map Co., Inc., and American Map 
Co., New York. 

Movable partitions: E. F. Hauserman Co., Cleveland. 

Wood office furniture by Stow & Davis Furniture Co., 
Grand Rapids, Mich., supplied by Macey-Fowler, Inc., 
New York. 

Steel office furniture by Metal Office Furniture Co., Grand 
Rapids, Mich., supplied by Charles J. Lane Co.; Macey- 
Fowler, Inc., New York; and Metwood Office Furniture 
Co., New York. 

Folding doors: Modernfold Door Co. 

Safes: Mosler Safe Co., New York. 

Tabulating equipment: International Business Machines 
Corp., New York. 

Music: Muzak Corp., New York. 

Acoustical ceilings: Johns-Manville Corp. 

Conveyors: Lamson Corp. 

Microfilm machines: Recordak Corp., Rochester, N. Y. 

Steel shelving: Remington Rand, Inc., New York. 

Map unit: Scerbo Mfg. Co., New York. 

Steel cabinets: Shaw-Walker, Inc., Muskegon, Mich. 

Lockers: Sherburne-Warren Corp. 

Intercom equipment: Telautograph Corp., New York. 

Wall covering: United States Plywood Corp. 

Recreation equipment: Brunswick-Balke-Collender Co. 

Steel equipment: General Fireproofing Co., and Yawman 
& Erbe Mfg.. Co. 


Above: The cafeteria which the company 

maintains for its employees, and the 

well-equipped kitchen where the food 

is prepared. Left: Mutual makes fine 

provision for looking after the health 
of its employees 
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Paneled doors 


open into Cresap, McCormick and Paget offices 


_ the offices of | 
Cresap, McCormick, and Paget 


—smartly functional offices admirably adapted to the 
special professional needs of a nationally known man- 
agement engineering organization. 


THE NEW OFFICES of Cresap, McCormick, and 
Paget, at 342 Madison Avenue, New York, winner of 
an honorable mention in the “Office of the Year” 
Awards in the classification of offices employing less 
than 500 persons, are the headquarters of a nationally- 
known firm of management engineers, and as such 
presented in their design, construction, and layout a 
number of problems quite different from those in- 
volved in the creation of the average corporation 
office. 


the Year 
Hanorutle Atentian 


OFFICE MANAGEMENT AND EQUIPMENT 


Architect for these offices for a group of professional 
men was Kenneth H. Ripnen Co., Inc., of New York. 

The Cresap, McCormick, and Paget offices occupy 
an area of between 12,000 and 13,000 square feet, all 
on one floor of the building. Ten private offices, a 
formal conference room for guests, five conference 
rooms for staff members working in units on separate 
projects, and a general office area are the essential 
divisions of the space used by this organization in 
carrying out its work. One of the conference rooms 
is used both for conferences and for staff training 
purposes. 

The staff numbers about eighty, many of whom, by 
reason of the nature of the work in which the com- 
pany is engaged, do not spend much time in the com- 
pany’s offices. 

Because many clients of the firm come to New York 
for a stay of several days’ duration, particular atten- 
tion was given in the design and execution of the 
offices to provision for an office environment which 
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would be at the same time comfortable and freshly 
inspiring. 

As befits professional quarters of this type, the 
general atmosphere is one of quiet conservatism. Full 
advantage has been taken of modern trends in light- 
ing and color, and generous spaciousness in reception 
room, lobbies, hallways, private offices, conference 
rooms, and general office area contributes to the feel- 
ing of ease and efficiency. Arrangement is at once 
functional and flexible, serving admirably to meet the 
needs of a firm engaged through the years in a wide 
variety of important management engineering projects. 

“We at Cresap, McCormick, and Paget believe that 
one of the most unusual aspects of our new office 
layout is our successful method of providing working 
space for our staff of consulting engineers’, a repre- 
sentative of the firm tells Orrice MANAGEMENT & 
EQuIPMENT. “Feeling that provision for a large num- 
ber of private offices would be impractical, we have 
provided individual desk space for each man in one 
large sound-proofed room. This has been decorated 


Right: Reception room as seen from in front of 
the receptionist’s desk. Below: Opposite view of the 
room looking toward the receptionist’s desk. 
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One of the executive offices at Cresap, McCormick and Paget 


in a conservative and dignified style, modeled some- 
what after the fashion of an open executive floor in 
a bank. 


“Since there are occasions when more privacy is 
desirable, as, for example, when several men working 
on a single project wish to work as a unit, we have 
provided conference rooms removed from the general 
desk area and especially designed for crew work. 

“We are also pleased with the decor of the office. 
This was carefully planned in an effort to achieve a 
balance between the natural reserve of professional 
offices and a sense of modernity which would reflect 
a growing organization.” 

Time was when professional people of all kinds 
seemed to feel it incumbent on them to maintain a 
dull monotony in their office surroundings, unchanged 
from year to year, expressive enough perhaps of sta- 
bility but certainly not symbolic of progress. The 
clergyman’s study, the offices of doctor, lawyer, editor, 
engineer, and other people regarded or regarding 
themselves as being in the professional classification 
continued generation after generation to reflect a mis- 
guided reserve rooted in old feelings of class distinc- 
tion betwen professional and non-professional. 

Today among leaders in professional activity this 
attitude regarding office quarters has long disappeared 
before the tide of environmental progress which has 
transformed the American office into a work place not 
only efficient but attractive and comfortable as well. 
The new offices of Cresap, McCormick, and Paget are 
professional offices definitely in this new trend. 
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CREDITS 
Carpets: Bigelow-Sanford Co. 


Venetion blinds and window ventilator work: Air De- 
flector Ventilator Co. 


Cabinet work: Juno Woodworking Co. 

Office furniture: supplied by Desks, Inc. 

Fluorescent fixtures: Weidenbach-Brown Co. 

Electrical work: Forest Electric Corp. 

Plumbing: Taggart Plumbing Co. 

Hardware: Elmer T. Hebert, Inc. 

Hardware refinishing: Stuart-Dean Co. 

Signs and lettering: Spanjer Sign Co. 

Painting: Madison Painting Co. 

Custom-built cabinets: supplied by Itkin Bros. 

Lamps: Josephine Vallin. 

Drapery material: Stroheim & Romann, Ine., and F. Schu- 
macher & Co. 

Drapes: Art State Drapery Co. 

Filing cabinets: Remington-Rand. 

Upholstery textiles: _Dan Cooper. 

Steel shelving: Equipment Maintenance Co. 

Radiator enclosures: I. Wenig & Sons, Inc. 

Air-conditioning: supplied by Abbott Lester & Co., Inc., 
made by Westinghouse. 

Acoustical ceilings: ‘“Acoustone,” by United States Gyp- 
sum Co., supplied by Waldvogel. 

Cement: Lone Star Cement Co. 

Plaster block: U. S. Gypsum Co. 
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Fluorescent lighting and air conditioning are 
combined with efficient arrangement of desks 
to provide good working atmosphere 


Conference room has an air of dignity, yet 
it is a pleasant and practical place for com- 
pany executives to meet and confer 
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Above: Entrance to the building of First Federal 
Savings in Chicago. Above right: View of the loan 
accounting department on the second floor. Right: 
The savings counier on the main floor of the new 
bank building. 


Office of the Year 
Honoaratle Mention 


—a banking office reflecting the modern trend in de- 
sign and layout toward a more warming informality 
in banking office atmosphere. 


THE OFFICES of the First Federal Savings & Loan 
Association, of Chicago, which won honorable men- 
tion in the “Office of the Year’? Awards in the under- 
500-employees classification, are located at 1 South 
Dearborn Street. 


Ralph Milman, of Chicago, was the architect. 


The area occupied by the First Federal is dis- 
tributed over four floors. On the first floor, where 
the savings lobby is located, 4,600 square feet have 
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been given to this operation. This is the main cus- 
tomer area. There is heavy daily traffic on this floor 
—from 1,500 to 3,000 people. The second floor— 
13,000 square feet—is also a customer area. The 
third floor, primarily a work area, is 11,700 square 
feet. On the vault floor, which is beneath the main 
floor, the savings deposit vault occupies 6,200 square 
feet of space. 

There are some soo employees of First Federal. 

An outstanding characteristic of the new quarters 
is the utilization of space. 

In the first floor installation, the amount of space 
given to the savings department is comparatively 
limited because only that amount of corner space 
was available; consequently, it was necessary to work 
out a rather ingenious design that would permit 
the people on the second and third floors to back 
up the efforts of those on the first floor in taking 
care of customer needs swiftly and effectively, using 
a minimum of working space, and without giving 
a crowded appearance. This was done, first, by di- 
viding the bookkeeping and the teller functions, 
which are ordinarily combined into one unit. The 
bookkeeping department was placed on the third 
floor, thus reducing the first floor space requirement 
by some 1,800 square feet. In addition to reducing 
space requirement, First Federal was able to in- 
crease its efficiency in customer handling by setting 
up a new system which made it possible to have the 
specialized machine operators for the bookkeeping 


Below: View of the loan interview department 
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department removed from the customer area and, 
consequently, undisturbed by any delays that come 
in direct customer handling. This was done by con- 
necting these two departments with a comprehensive 
pneumatic tube system between the main floor and 
the third floor. This is the first time that pneumatic 
tubes have been used on such a project, and First 
Federal has found it highly satisfactory in the ac- 
complishment of its purpose. 


(To next page) 
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The same principles were applied in the new ac- 
counts department, which is also located on the main 
floor and where again space was at a premium and 
complete utilization of it was necessary. This depart- 
ment and the new accounts bookkeeping operation, 
on the second floor, are connected by pneumatic 
tubes. Typing assistance on the second floor is also 
made available to the new accounts department on 
the main floor by virtue of pneumatic tube connec- 
tions between these two floors. 

Another innovation that has proven to be very 
successful has been the installation of a children’s 
savings unit on the main floor, with counter, chairs, 
and motif designed for youngsters. All have been 
carefully done. Here children are made welcome, 
with lollipops, balloons, and comic books given to 
the young savers when they make additions to their 
accounts. 

Perhaps the most distinctive part of the entire de- 
sign of the new offices is the effect of openness pro- 
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Above: The safe deposit lounge on 

the safe deposit floor. Left: Office of 

Morton Bodfish, chairman of the board 
and president 


vided, giving an inviting air to customer space. In 
studying designs of financial institutions from which 
ideas might be obtained, First Federal finally con- 
cluded that there was more that it wanted to dupli- 
cate in design in the appearance of Fifth Avenue 
shops than in the traditional heavy fronts used in 
most financial institutions. Windows at First Federal 
give complete openness to the interior, with, however, 
no attempt to make a display case out of the entire 
area. Display units are used in these windows, and 
special care is given to proper lighting facilities for 
these displays. 

Cooled, washed, and specially treated air is circu- 
lated throughout the entire office and music is piped 
to all areas. Generous use is made of carpeting and 
upholstered chairs. 

In all that has been done at First Federal, the main 
emphasis has been on the creation of banking quarters 
that would take the traditional chill formalism out of 
monetary transactions between bank and public. 

The architectural motif of the Greek or Roman 
temple dominated the American banking scene for so 
long that even slight departures from it were looked 
on as daring up to a comparatively few years ago. 
The exterior and the interior of one banking institu- 
tion looked pretty much like the exterior and interior 
of any other, and in such a framework it was difficult 
to establish the friendly, human relationship with the 
public which the banking world has latterly come to 
see is essential in making the bank play a more im- 
portant part in the affairs of the average citizen. , First 
Federal’s new offices have been brilliantly inspired by 
the new philosophy. 
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CREDITS 

Air conditioning unit: Carrier Contracting Corp., Chicago. 

Desks and other office furnishings: Office Equipment Co., 
Chicago. 

Pipe insulation: Paul J. Krez Co., Chicago. 

Ventilation: Narowetz Heating & Ventilating Co., Chicago. 

Revolving doors: International Steel Co. and Kaufman & 
Brodt, Inc., Chicago. 

Wiring: Kelso-Burnett Electric Co., Chicago. 

Glazing: Hamilton Glass Co., Chicago. 

Ornamental metal work: B-W Metal Works, Chicago. | 

Granite: Laing & Sons Granite Co., Chicago. 

Marble: Peerling-Sheddy Marble Co., Chicago. 

Metal counter equipment: Remington Rand, Chicago. 

Cabinet work: Schick-Johnson Co., Chicago. 

Plastering: Zander-Reum Co., Chicago. 

Acoustical ceilings: “Acoustone,” by U. S. Gypsum Co., 
installed by Anning-Johnson Co., Chicago. 

Floor covering: supplied by David E. Kennedy Co., Brook- 
lyn, N. Y., and Tile-Tex Co., Chicago, and installed by 
H. F. Huster, Chicago. 

Terrazzo flooring: Rennen Terrazzo Mosaic Co., Inc., 
Chicago. 

Painting and Decorating: Guy M. Zettler & Co., Chicago. 

Interior decoration: (directors’ conference room and Mr. 
Bodfish’s office) Burgess, Stevens & Purdy Associates, 
Chicago. 

Pneumatic tubes: Lamson Corp., Chicago. 

Desks: Stow & Davis Co., Grand Rapids, Mich. 

Chairs: Stow & Davis, and W. H. Gunlocke Chair Co., 
Wayland, N. Y. 

Desk accessories: Smith Metal Arts Co., Inc., Buffalo, 
N.Y. 

Desk pads: Chicago Desk Pad Co., Chicago. 

Wall covering: United States Plywood Corp., Inc., New 
Rochelle, N. Y. 


Above right: The safe deposit vault. Right: 
The interior of the home planning center. 
Below: The firm’s board of directors room 
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Plan suggested for bomb-proof records shelter 


Will records go underground ? 


“MOST BUSINESSES would be unable to continue 
if their paperwork were destroyed, as is indicated by 
the practical fact that when fire or flood destroys rec- 
ords, over 40 percent of such victims are unable to re- 
open their doors for a resumption of their enterprises,” 
says H. G. Miller, Jr., director of business methods for 
the American Photocopy Equipment Co., of Chicago. 

Pondering these facts, and the wholesale casualties 
to records that might occur in war, Mr. Miller has 
designed a bombproof underground shelter accessible 
to big-city office organizations. 

The vault design indicates a.g-story submerged 
building of compact and simple construction. Eleva- 
tors would carry users from the smalk surface entry to 
underground storage floors with compartment-lined 
walls. Emergency exits are provided so that if the 


central entrance should be destroyed or blocked, the 
possibilities would be good that one or both emer- 
gency exits still would be unharmed. 


The structure would be located in an open area, not 
too far distant from the users’ offices and yet in a spot 
where bombing would offer the enemy no strategic 
purpose. 

Filed records in the shelter would be available for 
reviewing or removal, or storage on a daily or any 
other frequency-basis. 


As to financing the structure, says its designer, this 
might be handled by business groups or by municipali- 
ties. Or a promoter might build the structure and 
rent space much as present day above-ground vaults 
now operate. 


“TOOLS” INSTALLMENT POSTPONED 
@ IN ORDER to give readers the fullest possible information on the 


subjects at this time when the war emergency is leading all manu- 
facturers to review their production plans, the “‘Tools of the Office” 
installment covering executive desks and office supply closets, sched- 
uled for this issue, has been postponed to the January issue. 
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| is the chair 
in the “Office of the year!”* 


: ere ii, 
b4 ¥ a be ere 


*PHILIP MORRIS company’s new offices at 100 Park Avenue, 


New York City, have won Office Management & Equipment magazine’s 
“Office of the Year” award for 1950, in competition with the nation’s 
best offices having 500 or fewer employes. These Philip Morris offices 
are equipped exclusively with Do/More chairs. 


There’s a good reason why 
more leading companies install Do/More 
than any other posture-type chair... 
Do/More dealers offer an exclusive three-fold seating 
service program that includes employe education, 
custom fitting and periodic servicing. It’s the only 
seating service program that complies in all respects 
with the high standards of Posture Research Institute. 


For complete information write — 


DOMORE CHAIR COMPANY, INC., ELKHART, INDIANA 
December, 1950 OFFICE MANAGEMENT AND EQUIPMENT 59 
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EXECUTIVE DESK CHAIR 
No. 4805-1/2, is part of a new, smartly styled, up- 
holstered grouping announced by the Taylor Chair 
Co., Bedford, Ohio. Completely welted, chairs are 
designed to match modern wood and steel desks. 
Other types available in this group are a guest and 
side chair. 


500-CUP COFFEE BAR 

for offices, industrial plants, cafeterias, and institu- 
tions, is new from the Bert Mills Corp., 400 Crescent 
Blvd., Lombard, Ill. Machine provides hot, freshly- 
made Maxwell House coffee, served black or with 
cream and sugar or both at 5 cents per cup. No 
refrigeration or drain is necessary, and the coffee 
will not turn rancid over week-ends. Only installa- 
tion requirements are an AC electrical outlet and 
a water connection. Current consumption is about 
2 cents for each 100 cups. Those interested in hav- 
ing Coffee Bar service in their organizations should 
request their present vending operators to make the 
installations. 


PREDECORATED PANELBOARD 
a decorative and protective covering for walls and 
ceilings, aids in simplifying office modernization and 
maintenance, according to the Predecorated Panel- 
board Council, Cleveland. Pictured is an office in 
a plant recently rejuvenated with the paneling. Easily 
installed and quickly cleaned, the material is avail- 
able in a wide range of standard colors as well as 
in certain patterns. Comes in sheets up to 4 x 12 
feet and can be cut to fit any space. A special 
adhesive anchors it solidly to any surface, old or 
new. Finisned with a durable enamel, it can be 
maintained merely by an occasional wiping. 
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OFFICE REFRIGERATOR 

finished in simulated oriental walnut, and available 
with either a right or left hand door, is being intro- 
duced by the General Electric Co., Schenectady, 
N. Y. Resembling a modern piece of furniture, the 
refrigerator is 2334-inches wide; 2634-inches deep; 
34!/,-inches high, and has a shelf area of 8.7 square 
feet. The walnut grain exterior is abetted by an oven- 
baked enamel and clear lacquer. Designated as 
model NB 4-OW, it is priced at $249.95 and is cur- 
rently available only in the New York area. 


FLOOR MACHINE 

designed for use in offices, restaurants, and institu- 
tions not requiring sanding or grinding attachments, 
is produced by Multi-Clean Products, Inc., 2277 Ford 
Parkway, St. Paul, Minn. It is designated the Lite-12. 
Can be used for scrubbing, waxing, polishing, and 
steel-wooling all types of floors. Machine weighs 
only 38 pounds, has a '/y h.p. motor, and operates 
on alternating current. Comes equipped with 30 feet 
of non-marking cord, rubber safety handle grips, and 
rubber bumper around machine base. 


FOR SIMPLIFIED OFFSET WORK 
Remington Rand, Inc., 315 Fourth Ave., New York, 
is producing Photospeed Plastiplates which eliminate 
five of the preparatory steps required by metal off- 
set plates. The Plastiplates have no expiration dato, 
are not spoiled by exposure to daylight, and they 
do not require mixing or use of a volatile sensitiz- 
ing solution. The new plates show clearly the image 
to be printed as soon as exposed, making possible 
a visible check before inking takes place on the 
duplicator. They are adaptable to black and white 
and color half-tone illustration, and are economical 
for runs from 20 to 5000. 
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the news 


SALES REGISTER-CASH DRAWER 


combination, which sells for less than $50, has been 
developed by Moore Business Forms, Inc., Niagara 
Falls, N. Y. The combination includes the Moore 
pocket register which is set in a well in the top 
of the cash drawer cabinet. Both are finished in 
grey wrinkle. Register employs 4 x 6-inch forms, 
and may be lifted out for loading or for use away 
from cash drawer. Drawer has lock and warning 
bell that rings when drawer is opened. Register is 
all metal, the drawer cabinet is hardwood. Drawer 
itself is oak and contains five large coin com- 
partments plus three bill sections with bail weights. 
Register holds 100 duplicate or 75 triplicate forms 
per loading. 


GRIP-A-TAB TAPE DISPENSERS 


for all types of pressure-sensitive tapes are produced 
in 25 different models by Derby Sealers, Inc., Derby, 
Conn. Model 85, illustrated, will cut all heavy duty 
tapes such as cloth, filament, glass fibre, reinforced, 
and plastic. It will accommodate any tape up to 
Z-inches wide, or two rolls each 34-inch wide. Made 
of aluminum castings, stamped and turned steel parts, 
model is finished with a baked hammertone finish. 


FLOOR MAINTENANCE CLEANER 


a new type vacuum called the Columbus, is a com- 
bined cleaner, suction floor polisher, and dryer. 
Complete unit will vacuum clean rugs, polish, scrub, 
and sweep floors, dust furniture, and even serve as 
a paint sprayer. It is said to be the only machine 
of its kind to be guaranteed for life. A product of 
Columbus-Combined, Inc., 333 East 23rd St., New 


York. 


COAT RAK 

that can answer small-space problems, is a product 
of Tubecrafters, 911 Walnut St., Philadelphia. Model 
shown has heavy guage steel tubing, 4 chrome-plated 
double hooks. Solid cast iron base makes it im- 
possible to topple over. Comes in several finishes, 
individually packaged, and is simple to assemble. 
Weighs 16 pounds and is priced at $12 in most 
zones. Stands 68 inches high, and has base diameter 
of 14 inches. 
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in the news 


December, 1950 


JUNIOR FILE CABINET 


No. 197Y, is being introduced by the Cole Steel 
Equipment Co., 285 Madison Ave., New York. Small 
enough to fit almost any space and yet large enough 
to keep letters, bills, and personal papers orderly, 
the cabinet is 37!/2-inches high; i7t,-inches wide, 
and 1|%/-inches deep. Finished in grey enamel. 
Top compartment has safety vault protected by 
a combination dial lock. Below are two letter files. 
Cabinet may be obtained with plunger-type lock 
for both drawers at $55; without $48.50. Shipping 
weight of file is 55 pounds. 


FOR SEEING COMFORT 

the M. G. Wheeler Co., Inc., Sight-Light Div., Green- 
wich, Conn., suggests this table and desk model for 
office use. The lamp's arm extends 15 inches from 
the swivel ball, turns complete 360 degrees to pro- 
vide maximum light wherever needed or over entire 
working area. Overall height is 13 inches. Lamps 
come in a variety of finishes and feature solid brass 
arms and bases. 


TYPEWRITER BRUSH 

that uses no fluids, plastics, putty, or compounds, 
yet keeps typewriters sparkling clean is called Magi- 
K-Leen. Simply rolled over machine keys, as shown, 
it will help to produce uniform stencils, clean cut 
copies, and sharp letters. Comes complete at $1 
with replacement covers at 35 cents each. Distributed 
by Defiance Sales Corp., 72 Spring St., New York. 


SMARTLY STYLED PANELS 
designed io separate general office areas from cor- 
ridors and at the same time absorb noise and allow 
ventilation, were installed on three floors of the re- 
designed building in Chicago occupied by Foote, 
Cone & Belding, advertising agency. The illustration 
shows a series of acoustical ventilating blinds as they 
appear from an adjoining corridor. Central panels, 
built on a framework of walnut and pine, are Mason- 
ite Presdwood, a product of the Masonite Corp. 
Insulating material lies between the hardboard panels. 
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LABEL PRINTER 

called the Lab-L-Master, provides a new method 
of addressing labels and tags. The item is pressed 
into place on a shipping order before the con- 
signee’s name and address is made out. This in- 
formation is typed or written right on the Lab-L- 
Master. A carbon impression of the address appears 
on the shipping order, while the Lab-L-Master is 
prepared simultaneously. As many tags or labels 
as are needed for the shipment are then easily run 
off at the rate of 30 a minute. 200 labels can be 
printed from one master by using a special printing 
fluid. A product of the Master Adresser Co., 6500 
West Lake St., Minneapolis. 


OFFICE MANAGEMENT AND EQUIPMENT 


TAPE SPLITTER 


has been added to their Big Inch No. 4 pressure 
tape disp ; n Better Packages, inc. 
Shelton, Conn. The addition will slit the pressure- 
sensitive tape strip as it is dispensed. Model also 
features preset length measuring which prevents 
waste caused by haphazard guessing of tape lengths. 
The 4-strip slitter model (illustrated) gives two '/2- 
inch or four '/4-inch strips. Machine cuts and slits 
all pressure tapes including cloth, most paper and 
vinylite electrical tapes. Full information is avail- 
able from the company. 


WILSON ROCK-ET CARD PUNCH 


functionally designed to eliminate bulk and awk- 
wardness of operation, is produced by the Rock-Et 
Tool Co., 150 Palmer Dr., Fairfield, Conn. Due to 
the new rocker action, both ends of this tool are 
“business ends"—giving the user two different sizes 
(or punch patterns if desired) in the same model. 
Unit has a reach of 2 1/16 inches. Punch droppings 
are collected in a receptacle in the punch head. 


TILT-LABEL DIVIDER 

for parts bins and drawers, gives full visibility re- 
gardless of how full drawer is. Divider has dust-proof 
grooved side panels for giving positive rigid adjust- 
ment. They are now being supplied in all drawer 
units, bins, and other equipment produced by 
Equipto, Aurora, Ill., and will be standard equip- 
ment unless otherwise indicated, on all future ship- 
ments of Equipto parts storage equipment. Drawer 
cabinets: are available from stock with 8 to 108 
drawers. 


the news 
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How to get office work 
done efficiently, quickly 
and at reasonable cost 


ERE is a book which 

brings the scientific 
approach to the practice 
of office management, 
giving you keys to 
sound organization and 
procedure. It describes 
specific ‘techniques for 
planning, instituting, and 
controlling the meas- 
ures needed to correct 
weaknesses, improve 
output, and reduce costs. 


Just Published! 


Revised New 3rd Edition 
TEXTBOOK OF 


OFFICE 
MANAGEMENT 


By William H. Leffingwell 
and Edwin M. Robinson 


Professor of Management, Boston University, 
formerly eral e Manager, B. Kuppen- 
heimer & Company, The Liquid Carbonic Company. 


THIS book shows you how to analyze 
the office organization, its physical 
setup, the individual worker, and the 
individual work or service routine, for 
the contribution of each to the efficient, 
economical output of the office. It gives 
you specific methods for improving the 
performance of each of these elements 
—tells you how 
to bring up pro- 
duction without 


Check These Special 


Featares “driving” . . . 
@ latest Siermation} how to control 
ee ee te operations .. . 


aal 
@a_ Check List for 
ce managers 
@ up-to-date informa- 
tion on correspond- 


and how to de- 
tect the causes 
of wasted time, 


. transcribing, = 
interviewing. and effort, and ma 
testing. ty . terials. P 

@ timely on oo Just reading 
fice unionization this book will 


yield the kind of 
ideas you want to apply at once to 
your own office. Then as you give it 
more study you will find spot after spot 
for future reference—specific techniques 
to check wasted time and effort and to 
increase output in one department of 
your office set-up. 

Besides this step-by-step, what-to-do 
information, you get the latest machines, 
systems, and services in use today. 
Modern equipment and techniques are 
evaluated to show you how they fit 
specific requirements. 


649 pages, 69 illustrations, $5.00 
Please Send Check With Your Order! 


Office Management and Equipment 


212 Fifth Ave. New York 10, N. Y. 


December, 1950 


Just Kodagraph Contact Paper— 
that’s the only thing new you have 
to buy. 

It’s made by Kodak specifically 
for use in all types of contact pho- 
tocopiers. And what a difference 
it makes! 

It reproduces your letters, charts, 
documents in dense photographic 
blacks, clean whites . . . gives you 
sparkling photocopies that are eas- 


eee With your 
photocopy 
machine 


ier to read... that are fine for fil- 
ing, mailing, or binding. And the 
job of producing them is easier for 
your operator, more economical for 
you. No wasteful trial-and-error 
testing; no split-second timing... 
with this amazingly uniform, wide- 
latitude paper. 


The price is right, too. So make 
your next order Kodagraph Con- 
tact Paper and see the difference. 


Kodagraph Gontae? Paper 


““THE BIG NEW PLUS’ IN THE OFFICE-COPY FIELD 


Mail coupon for |< 
free booklet LOY= 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 72 


Gentlemen: Please send me a copy of “Modern Drawing Reproduction” . . . your 
new, free booklet giving full details on Kodagraph Contact Paper. 


Name Department rr 
Company ~~ 
as > Kodalk 
City TRADE-MARK 
State 
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AN “OSCAR OF INDUSTRY” 

a bronze trophy emblematic of excellence in public 
relations, was awarded recently to Pitney-Bowes, Inc., 
when an independent jury of journalists and financial 
experts judged the Stamford, Conn., postage meter 
company as having the best 1949 annual report in 
the office equipment industry. This marks the second 
straight year that the company has captured top 
honors in its industry. Walter H. Wheeler, Jr., presi- 
dent of PB, left, is shown as he receives the award 
from Weston Smith, vice-president of Financial 
World, and originator of the Awards. More than 
5000 entries were included in the judging. Second 
prize went to National Cash Register Co., and third 
to the Burroughs Adding Machine Co. 


WATCHING A DEMONSTRATION 


at the recent Life Office Management Show, held in 
Toronto, Canada, are executives of Commercial Con- 
trols Corp., Rochester, N. Y. Left to right, standing: 
J. A. Trainor, vice-president and controller; C. R. 
Ogsbury, president; W. Kearns, treasurer; P. L. Baen- 
ziger, manager of Commercial Controls Canada Ltd. 
Miss Aprile is the demonstrator. The occasion of the 
Show afforded the company the opportunity of dis- 
playing ‘its complete line of mailroom equipment and 
office machines, including the new Flexowriter tape 
recorder-reproducer; mailMaster three-in-one mail 
handler; multiOpener envelope opener, and the multi- 
Sealer envelope sealer. 


ELECTRONIC SMOKE ALARM SYSTEM 


recently released to the public is one manufactured 

by the Valley Forge Safe-Eye Alarm Service, Lans- 

dale, R.R. |, Pa. Shown are L. W. Steelman (left), at: 
originator of the system, examining its photo-electric oan 
cell; Dr. Felton S. Jenkins (right), who perfected the 

system, with its light beam projector. The system, oi 
which involves the use of these two units, requires 

only a good puff of cigarette smoke (or fire smoke) 

across the light beam to set off the alarm, says the 

company, and will cover distances up to 200 feet in 

length by 30 feet in width. Any kind of signalling 

device may be used such as a horn, bell, lights, or 

siren. 


er eee 
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WALL-TO-WALL INSTALLATION 
approximately 300 square yards, of Adherence car- 
peting, product of the Magee Carpet Co., 295 Fifth 
Ave., New York, is shown as it looks in the trust de- 
partment executive offices of the Commercial Trust 
Co., Jersey City, N. J. Adherence is a Loomloc 


quality bonded to U. S. Rubber Co.'s underlining, Be: 
the sponge rubber underlay providing a luxurious * 
feeling underfoot. Carpeting is adhered to floor af 
with regular linoleum paste cement. Despite the P 


fact that the carpeting is laid in 27-inch widths, 
seams are almost completely invisible. 
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| STEEL BOOKCASE (No, 9X } stacked upon THE “JUNIOR SECRETARY” FILE (No. 370) 


A sturdily constructed bookcase of heavy gauge 
steel. Can be attached to the popular-Junior File 
as illustrated above. Equipped with three shelves 
which ore adjustable on 2” centers {can be raised 
or lowered, or more shelves added). Olive green 
or Cole gray. Bookcase upit alone is 49” high, 
30%” wide, 9%” deep. 


Also avoilable for supplies, with two adjustable shelves 16” 
deep | instead of 9” deep. No. 16K (37% high, 30%” wide, . 
NE isin teat saab Reg ached $25.95 


oe a 


99495 


PRICES SLIGHTLY HIGHER IM TEXAS, COLORADO AND WEST OF ROCKIES. 


ee 
. s . 


Built of heavy gauge furniture steel, containing: two letter- 
size file drawers with smooth riding, ball-bearing rollers; @ 
double index drawer for 3 x 5 or 4 x 6 cards (3200 capac- 
ity); card drawer may also be used for cancelled checks; a 
storage cabinet with three adjustable compartments under 
lock and key. Saves stationery and supplies. Size without 
the bookcase is 32” high, 30 2 “wide, 17 2” Geep. In Olive 
green or Cole gray. 
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The “ayprroR's” FILE No. 478 $67 ” 


Contains: Two ball-bearing letter size drawers; 
two double index drawers for 3 x 5 or 4x 6 cards 

(6400 capacity) or by removing the partitions, The built-in Safety Vavits ere well worth 

for cancelled checks; one safe compartment with 

@ combination lock (no key necessary — only YOU the entire cost of these cabinets. Ideal for 

know the combination); also three adjustable stor- 

age compartments under lock and key. 372” innumerable uses, such as cigars, liquors, 
high, 302” wide, 17%” deep. Cole gray baked 
enamel finish. 


personal valuables, confidential papers, etc. 


With plunger-type lock which -ageogareua di locks all drawers. 
No, 478-PL oe 74 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF ROCKIES. 
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_ COLE 


The “JUNIOR” File No. 197Y 


Small enough to fit any nook, large enough to keep 
letters, bills and personal papers orderly. A steel 
safety vault protects valuables (only YOU know the 
combination). Two ball-bearing letter files. 37 42” 
high, 15%” wide, 17%” deep. Cole gray baked 
enamel finish. 


With plunger-type lock for both drawers. No. 197Y-PL..$55.00 


5 
The “SALESMAN’S” File No. 960Y $52 


A drawer for prospects’ and customers’ names. 
Holds 3200 3x5 or 4x6 cards or cancelled checks. 
Two ball-bearing letter files for letters and quota- 
tions. A steel safety vault protected by a combina- 
tion dial lock. 43” high, 15%" wide, 17%” deep. 
Cole gray baked enamel finish. 


With plunger-type lock which automatically locks all drawers. 
No. 960Y-PL $60.00 


_ CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST. 
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SANITARY BASES 


for all size files 
$3.60 


CHECKS 


STURDY CONSTRUCTION — Prontos are built of 275- 
lb. test corrugated fibre board and reinforced with 
steel on the shell and the four corners of the drowers. 


SAVE FLOOR SPACE — Constructed so that they inter- 
lock into solid units and stack as high as the ceiling, 
saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more need of 
fussing and fuming. With Pronto files you can get at 
all records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful 
in appearance, finished in an attractive olive green. 
The steel drawer front matches your regular active 
office files. 


Prices Slightly Higher in Texas, Colorado and West of Rockies. 


Suggested Uses 


ry) 


EO ¥ 


‘FOLLOW BLOCKS 


mode for quytine file 


SIZES AND “PRICES 


Inside Dimensions 


FIBRE BOARD 
DRAWER FRONT 


DRAWER FRONT 


STEEL 


’ ; File PRICE File PRICE 
Width Height Length} No. Single Carton No. Single Ca 
Letter Size 12% .. 10%, .. 24 | E210 . . $3.55. . $3.45 || I210L. . $4.45... $4 
Letter Size 12% - 10%... 15 E2I0S . 3.45.. 3.35 1200S... 4.35... 4B 
tlegal or Cap 15% 4 --24 | E510... 4.35.. 425 |] ISIOL...5.60.. 5 
invoices 10% 8% ..24 | E109. . 3.20... 3.10 a... Bees 
2 Rows 8x5 Forms 10% .— es E108 .. 3.50.. 3.40 . Fe 
*Invoices or 2 Rows 8x5 10% .. 8%... 18 EI08M . 3.45... 3.35 108M . 4.15... 4 
—— Bills "ey 7's cae mW ue Be. 2 we... 2... 
Checks ‘ 10!/, 4% .. 24 El04.. 3.005.. 2.95 .. aS 
Drafts or Checks. "%, - H..u E94 - 243.. 2 MIL... 300.. 2 
Drafts or Checks "%, 4%, .. 18 E94M 2.3% .. 2.25 1941M oa > 3 a 
5x8 Forms 8 5% .. 24 E85 2.70 . . +2.60 1851L a... @ 
*Deposit Slips (2 weed 8 5%..15 | E858 .. 2.60.. 2.50 1851S... 3.20... 3 
Deposit Slips _ 8 44. . 24 — ... oe. 1841L.. 3.00.. 2! 
_labulating Cards 7 3%... 24 £73 . 240.. 2.30 a 
$3x5 Cards (3 Rows) 16 . 4/7... 24 E64... 4.35... 4.25 1645L.. 5.60... 5 
saxb Cards (2 Rows) 12%, . 5 24 E24 3.20... 3.10 12445L.. 3.95... 3 
3x5 Cards (2 Rows) 10% . 3 24 6103 .. 306 .. 2.9 a... 2..0 
Vouchers (Upright) Sip .. 10%. . 24 E592 . 33% .. 3.2 1S892L..°4.25.. 4 
tledger Sheets . er eee eet .. 40. 3.95 ar 
tledger Sheets _. 12% ~- IM%.. E12 5.15 .. 5.05 1212M . 6.70.. 6 
*These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carte 
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Ciba bookkeeping and accounting staff members enjoy new illumination. 


BY. MEANS of 8-foot Slimline fluorescent fixtures ex- 
tending through walls which seperate private offices 
from general open office space, completely continuous 
rows of lighting are a reality in the recently redecor- 
ated offices of the Ciba Pharmaceutical Co., in Sum- 
mit, N. J. To replace an inadequate system of illumi- 
nation, the company commissioned Sylvania Electric 
Products, Inc. to devise a modern and practical light- 
ing system for its bookkeeping and accounting depart- 
ments. . 

..The result is three rows of Sylvania Trimline CL- 
283 fluorescent lighting fixtures, each containing two 
8-foot 75-watt T-12 Slimline lamps shiehkded by louvers 
and plastic side panels. The lighting extends through 
cuts-out in the partitions, thus providing the same 
type lighting for private offices as that used for the 
open statistical areas. Suspended on 18-inch stems 
which allow these semi-direct type fixtures to distribute 
light, evenly on the ceiling, as well as directly down on 
the work surfaces, the units furnish a maintained level 
of between 0 and 55 footcandles throughout. With 
uniform lighting on the ceiling, harsh brightness con- 
trasts between the ceiling and the fixtures themselves 
are eliminated and there is more uniform lighting on 
the work surfaces. The rows of fixtures are installed 
10 feet apart and have an overall efficiency of go per- 
cent. Simplified maintenance is possible because each 
96-inch fixture contains two 4-foot reflectors for easy 
handling. 
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Fine new lighting at Ciba 


Again an ofhce has analyzed its existing lighting, 
as part of an over-all plan, and has raised its eff- 
ciency to the best level of today. Tied in as it was 
as part of a redecoration program, it has provided 
the crowning touch of efficiency to the bright and 
attractive offices of Ciba, where staff members are 
working in a pleasing new environment. 


Same type lighting is used in open areas and private offices 
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OF INTEREST TO OFFICE PEOPLE 


The creation of two new executive positions has re- 
cently been announced by H. C. Davis, vice-president in 
charge of sales of the McBee Co., Athens, Ohio. J. D. 
Petry has been made customer relations manager, and 


| aM : 
wight 
a ae 


.y 
R. B. Finley 


J. D. Petry 


R. B. Finley named as product application manager. The 
two posts were established to better organize service to 
the expanding sales force of the company. 

Mr. Petry, formerly assistant manager of the New York 
City office, will have among other duties, the responsibil- 
ity for national shows, exhibits, meetings, and lectures. 

Mr. Finley, also previously with the New York branch, 
will be responsible for determining the application of 
McBee products in selected markets, and will supervise 
the design of forms and procedures. The company manu- 
factures special accounting forms and equipment. 


Several promotions and appointments have been made 
recently by the Burroughs Adding Machine Co., Detroit. 
Peter Stoffel has been named supervisor of the education 
section of the sales promotion department; Joseph M. 
Bowman is the new service manager of the Atlanta, Ga., 
branch; M. H. Pederson is manager at Lincoln, Neb.; 
Paul L. Anderson, service manager at Pueblo, Ariz.; Ste- 
phen Sebok, service manager in Lansing, Mich.; E. M. 
Sadler, service manager at Portland, Me.; A. G. Smith, 
service manager at the recently organized Caracas, Vene- 
zuela, branch, and C. R. Philbrick, named as manager of 
the company’s office at Omaha, Neb. 


John J. Kenney, director of sales promotion, has recently 
been promoted to general service manager, says Inter- 
national Business Machines Corp., New York. A veteran 


John J. Kenney 


of thirty-three years with IBM, he will be in charge of 
all customer service functions. 

Announcement was also made of the appointment of 
Ivor C. Armistead, Jr. to become manager of customer 
engineering, and William E. Gallagher as administrative 
assistant in the same department, located in New York. 


H. W. Dickhut has recently joined the management staff 
of Stivers Office Service, 7 South Dearborn St., Chicago, 
it is announced by C. L. Stivers. Mr. Dickhut has, dur- 
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ing the past year, been executive assistant of the Chicago 
Plan Commission, and previously was office manager 
and personnel director of the Diversey Corp. 


H. W. Dickhut 


He is president of the Office Management Association 
ot Chicago, and a member of the National Office Man- 
agement Association. 


The Newark, N. J. chapter of the National Office Man- 
agement Association, discussed at its recent meeting at the 
Military Park Hotel, Newark, “Current Questions on 
Office Operations.” The panel discussion was led by FE, IL. 
Conarroe, and the panel included J. W. Holoski, B. W. 
|.eonardson, and A. E. Riddle. 

Mr. Conarroe is associate manager of the Policyholders 
Service Bureau of the Metropolitan Life Insurance Co., 
New York, and is currently vice-president of the American 
Management Association, management division. 

Mr. Holoski is treasurer of the Ortho Pharmaceutical 
Corp., a Ist vice-president of the Newark chapter, and a 
director of the Newark chapter of the National Associa- 
tion of Cost Accountants. 

Mr. Leonardson, former president of the Newark chapter 
of NOMA, is office service manager at Hardware Mutuals 
Insurance Co. 

Mr. Riddle is office manager for the Colgate-Palmolive- 
Peet Co., and is serving his second year as a director of 
the Newark chapter of NOMIA. 


Building Going Up! 

A new 2l1-story, $9,000,000 office building now under 
construction by the Hegeman-Harris Co., at 260 Madison 
Ave., New York, will have, as one of its many features, 
air-conditioning by the Conduit Weathermaster system of 
the Carrier Corp., Syracuse, N. Y., it was announced 
recently. The building will be the seventh office structure 
either completed or begun in Manhattan since the war to 
employ this Carrier system. 

Sylvan Bien is the architect, and Sears & Kopf the con- 
sulting engineers for mechanical work. The building will 


occupy the West side of Madison Ave., from 38th to 39th 
Sts. 


Dictaphone Ad a “First” 

“The biggest advertisement in the history of the dictat- 
ing machine industry” appeared in a recent issue of the 
“Saturday Evening Post,” the Dictaphone Carp., 420 Lex- 
ington Ave., New York, reports. The company used a 
two-color spread to report the success of its two-year-ol@ 
dictating machine, the Time-Master. 

Timing of the ad coincides with the declaration of a 
$2.50 fourth-quarter dividend on the company’s common 
stock, for a 1950 total of $4. 


Expansion for Kee Lox 

The Kee Lox Mfg. Co., Rochester, N. Y., has recently 
purchased a warehouse building in that city, containing 
68,000 square feet of floor space. The addition was made 
necessary due to the increased volume of manufacture. 
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Hard on the heels of its Fashion Academy Gold Medal for “Excellence of Design” 
TYCOON* wins another honor... this time an award for “Outstanding Engineering” 


by Electrical Manufacturing in its 12th Annual Competition for Product Design. 


We're proud, naturally, of these honors. But there’s still another award 
TYCOON has earned ...one only you can give. That’s the privilege of a 
few minutes’ trial to prove to yourself that SoundScriber dictating 
equipment is tops—for design, for engineering, for efficiency, for you. 


Mail the coupon today. 


'aeenianiasiientaetentenientaetenieeetaeteneetsetentieaiaiaan 


SOUNDSCRIBER CORP., New Haven 4, Conn. 


Please send me “Tycoon” Brochure 


JOUND/CRIBER 


| 
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First All Electronic Dictating System 
First Dise Dictating Equipment 


230 Sales and Service Centers Coast to Coast 
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Rubber 
Cushion 
Glides! 


pe 


For metal 
tubular legs 


Machine screw attachment 
for flat metal 


Nail type 
for wood 


Finest-made ... they save floors... slide 
chairs easily, quietly! 


We're so sure you'll find that Bassick rubber cushion 
glides are best for floor care, we say, “Try a sample 
set ...on us!” Mail the coupon! 

No finer, smoother-sliding glides at any price. And 
longer-wearing, due to heavier gauge steel base with 
greater depth of hardening. 


Smoother rolling 
with Bassick 
““Diamond- Arrow” 
Casters! 


Ideal: where quickest, easiest, 
silent movement’s a “must”! 
Patented two-level, ball-bear- 
ing construction assures freest 
swiveling. Highest quality 
wheels protect floors. THE 
BASSICK COMPANY, Bridge- 
port 2, Conn. Division of 
Stewart-Warner Corp. In 
Canada: Bassick Division, 
Stewart- Warner -Alemite 
Corp., Ltd., Belleville, Ont. 


go ME EE SUF oni Sa te ieee 


THE BASSICK COMPANY, Bridgeport 2, Conn. 

Please send me absolutely free a set of your rubber cushion glides for: 
Wooden legs —) Flat metal legs [) 
Metal tubular legs (_) (state inside diameter of tubing) 


NAME. 


TITLE 
ADDRESS. 


CITY. ZONE. 


STATE. 


= ee ee ee ee oe ee oe oe 


Making more kinds 
of Casters... 
Making Casters 
do more 


COMING EVENTS 


Office Management Association of ag 
February 26th-March Ist 
1951 Office Equipment Display & Seminar 
Stevens Hotel, Chicago 


National Office Management Assn....May 20th-23rd 


32nd Annual Conference & Equipment Exposition 
71st Regiment Armory, New York 


Life Office —— Association. .May 21st-22nd 
pring Conference 
Mayflower Hotel, Washington, D. C. 
American Association of Railroads..June 11th-14th 
5th Annual Convention— Accounting Division 
Hotel Biltmore, New York 


Life Office Management Assn...September 24th-26th 
Annual Conference 
Edgewater Beach Hotel, Chicago 


American Management Association— 
Divisional Conferences 


General Management............. January 15th-18th 
Biltmore Hotel, Los Angeles 
NUE» sucatntes waddoamua ence February 26th-28th 
Palmer House, Chicago 
NEED. 03.0. 66 35s cited ecpene tanmee March 12th-13th 
Waldorf Astoria, New York 
DOOD (5 5 occa cws'ee thewns ede March 26th-27th 
Waldorf Astoria, New York 
POPU oso datas bose uatenacneenes April 17th-20th 
Auditorium, Atlantic City, N. J. 
INE ois acts cringe dad OrKeee May 14th-15th 
Statler Hotel, New York 
General Management................... June 7th-8th 


Waldorf Astoria, New York 


PEOPLE IN THE NEWS 
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Charles E. Love was elected to the newly created office 
of executive vice-president of Commercial Controls Corp., 
Rochester, N. Y., it was recently announced by Charles 
R. Ogsbury, president. Mr. Love, who has been serving 
as vice-president in charge of sales for International Busi- 


Charles E. Love 


ness Machines Corp., was also elected a director. He 
assumed his duties December Ist, and will have his head- 
quarters in CC’s general offices in Rochester. 

Associated with IBM since 1932, Mr. Love became vice- 
president in charge of sales in January of this year. Dur- 
ing the war, he served two years with the Navy. 

In announcing this new office, President Ogsbury stressed 
the fact that the action of the board of directors would 
in no way affect the present officers and directors who will 
continue their present duties with Commercial Controls. 


Recently named to new positions with the A. B. Dick 
Co., Chicago, are Kenneth B. Marble as manager of spec- 
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$2,500 a year 
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SALARY: 


It costs very little to seat a 
girl in a chair that helps her 
do her job well. Your Stur- 
gis dealer will bring it to 
your office for a free trial. 


Good office seating is an in- 
vestment. Bad seating is ex- 
pensive. Write for your Sturgis 
dealer’s name and our stimu- 
lating booklet, ‘‘The High 
Cost of Sitting”. 


POSTURE CHAIR CO. 


| tunity to increase worker satisfaction 


GENERALS 


— Carbo-Wckd PENCILS © 
ANNOUNCING... 


NEW olor-Tex 


General’s different kind of thin-lead Colored 
Pencil with important advantages for you! 


Intense color . . . strong, scratch-free 
points . . . effortless writing—these are 
only a few of the plus factors your office 
personnel will welcome with General’s 
new, different Color-Tex Thin-Lead 
Colored Pencil. Note these outstanding 
Color-Tex features: 


@ Extra strong, resilient, thin leads 
—they'll bend! 


@ Brilliant, permanent, insoluble 
colors—they're Wet-Proof! 
@ Long-lasting points; easy to 


sharpen — they're Carbo- 
Welded*! 


@ 30 Splendid colors—for writing, 
checking, drawing! 


All advantages found only with 
Color-Tex! . . . And a real oppor- 


and cut office expense at the same 
time. Begin to realize this two-fold 
bonus now by ordering Color-Tex 
from your dealer today. 


30 BRILLIANT COLORS 


Packaged in 4 gross boxes of one 
color. each also in sets of 12 and 24 
assorted colors. 


* General's exclusive process that binds lead 
to wood in one, inseparable unit. 


GENERAL 
PENCIL COMPANY 


67-73 Fleet Street 
Jersey City 6, N. J. 
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A FREE TRIAL 

will show DUPLICOPY 
gives perfect copies 

at low cost because... 


ONLY 


99.50 


Duplicates anything written, printed, typed or drawn. 


One master sheet prints up to 300 copies at a cost as 
low as Sc. 


Prints up to 4 colors at one time at no extra cost. 
No smudge, offset or mess. Clear, clean, legible. 
No stencil, gelatin or inking. 

Anyone can operate. 


DUPLICOPY 


Company °?t. Illinois St., 


WRITE 


CHICAGO i 0, 1 


NO USE 
LOOKING, 
J OSCAR... You 

CAN'T SEF A 


Eliminate Errors — Save Addressing 
No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. 


made from exclusive blue opaque paper. Nothing is visibie 
except name on checks. 


Paycheck “Outlook” Envelopes are 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 


Position to register with only what you want to show on your 
checks. ‘ 


Send us check you are now using and we will submit 
sample Paycheck “ “Outlook” envelope and prices based 
on your estimated yearly requirements. 


nabory oF Out 
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PEOPLE IN THE NEWS 


OFFICE MANAGEMENT AND EQUIPMENT 


(From page 74) 


ial promotions in the advertising and sales promotion 
departments, and Miss Frances Swadener as manager of 
customer instruction in the same department. 

Mr. Marble will be primarily concerned with the pro- 
motion of A. B. Dick lithograph products. He has been 
with the company for five years, and will be located at 
the company’s new plant and general offices in Niles, IIl. 

Miss Swadener will handle the development and pro- 
duction of the company’s new national group instruction 
program, and will direct the activities of four customer 
instruction representatives in nationwide demonstrations 
of “Modern Mimeograph Techniques.” Miss Swadener has 
been with the company for thirteen years. She will also 
locate at Niles, Ill. 


J. B. Ward, vice-president and general manager, and 
W. H. Casson, vice-president in charge of manufacturing, 
were recently announced as directors of the Addresso- 
graph-Multigraph Corp., by G. C. Brainard, president, 
following the annual shareholders’ meeting. 

Mr. Ward has been with the company for thirty-eight 
years. In 1944 he became vice-president in charge of the 
company’s domestic distribution, the position he held until 
his appointment to the general managership in June, 1950. 


J. B. Ward 


W. H. Casson 


He started as a salesman out of the Chicago office, and 
holds the company’s all-time record of 23 earned mem- 
berships in the Hundred Club, the company’s international 
honor organization for top salesmen. 


Mr. Casson joined the company in 1928 as production 
manager of the Addressograph plant in Chicago. Today, 
he is responsible for all manufacturing operations of the 
company, including those in Canada, England, France, 
and Germany. 


The appointment of Herbert S. Christman to the posi- 
tion of sales manager for the New York City area, has 
been announced by the Ediphone division of Thomas A. 
Edison, Inc., West Orange, N. J. Mr. Christman, who 
will be responsible for sales of the Edison Voicewriter, 
succeeds Austin Cunningham, who has been elevated to 
the post of assistant divisional manager. 

Mr. Christman has been associated with the company 
in various sales assignments since 1932. Prior to the new 
appointment, he handled national accounts for the company. 


R. K. Jennings has been named manager of the Pitts- 
field, Mass., branch office of the Underwood Corp., 1 Park 
Ave., New York, it is announced. Mr. Jennings was a 


typewriter sales representative prior to this new assign- 
ment. 


Robert Russell Sammon has been appointed manager of 
the Los Angeles office of the Sunroc Co., manufacturers 
of electric water coolers. He was formerly sales super- 
visor in the company’s New York office. 
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SHORT! 
Ose... 


Sneppesy 


One-Time 
Carbon-Interleaved 


FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 


e 
TAILOR-MADE .. . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a SnapSasy- 
SOLD THROUGH DEALERS 


For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


ae DEPT. M, GAVRIN PRESS BLDG. __ 
New Rochelle + New York. 
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TOO... 


Magic Is As Magic Does! 


There’s no rabbit trick—no magic art—when it comes to 
finding the best way of saving time and tempers in offices 
when mistakes are made in handwriting, typewriting and 
business machine impressions. 


In erasing, magic is as magic does! Superb quality, effi- 
ciently sized and shaped Weldon Roberts Erasers assure 
you of cleanest, neatest, fastest erasures, saving the entire 
rewriting of letters and records that could be spoiled by 
“messy” erasing. 


THESE WELDON ROBERTS ERASERS 
SHOULD BE IN YOUR OFFICE 


121 ELLIPTIC = Soft, gray eraser in 
handy elliptical shape for pencil and ink 
erasures on all types of work: typing, 
accounting, drafting, hand-writing. 


930 ENSEMBLE 

Give one tO every 
office worker. En- 
semble is an eraser 


pink pencil rubber 
joined to soft, gray 
ink eraser. For ink, 
pencil and crayon 
erasing. 


340 CORAL PINK 

Soft, pink pencil eraser in 
immensely popular ‘‘stubby,’’ 
double-beveled shape. A 
highly versatile eraser for 
general office and drafting 
room use. 


There are many other styles in Weldon Roberts 
Erasers, too, especially suited to your require- 
ments. Ask your dealer for recommendations, or 
write us. 


WELDON ROBERTS RUBBER CO. 
World’s Eraser Specialists 


Newark 7, N. J. 


Woden Rofeitls 


Correct Mistakes tn Any Language 
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Tho Available 
1951 
SERVICE and FULTON 


DATERS and NUMBERERS 


Carry a full line of these 
deluxe items 
Prompt Shipment of 
DeLuxe and Special Business Outfits 
Sign Making Kits 
New, Improved Dri-Kwik Stamp Pad and Ink 
Fulton Stamp Pads and Ink 
Special Rubber Stamp Inks 


Complete Line of Crown Self-Inkers, 
Daters and Numberers 


Write for Catalog 


“Fulton MARKING EQUIPMENT CO. 


82 Fulton Street, Elizabeth 1, N. J. 


Aeurants the country over agree thot 
> Gelatin Rolls or Films make a good impression 
When it comes to duplicating reports, price lists, 
bulletins, or announcements . . . you, too, will 
find that a Heyer gelatin roll or film gives a 
clearer, stronger impression. 
Made of brilliant copying, and highest quality 


eS , 7 materials . . . Heyer Gelatin Rolls or Films find 
Ta favor everywhere. And remember . . . they are 
¥ available for any make or model duplicator. 
" F 
1 Write for Complete Catalog 


/ Offered by Leading Dealers Everywhere 
S THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 


WITH THE ASSOCIATIONS 


The Society for Advancement of Management, at its 
annual fall conference, held in New York’s Statler Hotel, 
recently, awarded the Taylor Key for 1950 to Brehon 
Somervell, General, U. S. Army, Retired. The Key, named 
after Frederic W. Taylor, outstanding pioneer in the field 
of scientific management, is the highest award conferred 
by American management. It was presented to Herbert 
Hoover in 1949. 


Brehon Somervell 


by his work in introducing industrial engineering tech- 
niques to public administration and military service appli- 
cations. 

He initiated and developed the concept of “management 
control” in public service work, in the Army Service 
Forces which he led, and in its present applications 
through his leadership in industry. 

Approximately 1000 management men from all over the 
United States and Canada were present at the banquet, 
which was the setting for the award to General Somervell. 

The AMA’s two-day conference presented a program of 
28 speakers on “Principles, Methods and Techniques for 
Increasing Productivity and Reducing Costs,” and “To- 
day’s Human Relations Problems and Their Solutions.” 


Office Executives Association of New York, meeting 
recently at New York’s Belmont Plaza Hotel, held “Pub- 
lic Relations Night.” 

As guest speaker, the members heard Henry A. Stevens, 
manager, public relations, advertising, and sales promotion 
for Equitable Paper Bag Co., Inc., whose topic was “The 
Office Manager—His Part in Public Relations.” “Few 
public relations men with Mr. Stevens’ breadth of experi- 
ence find equal interest in the public relations problem 
of the small, medium, and large-sized firm,” the OEA says. 
The speaker discussed the many changes in the basic 
platform of public relations, and outlined the changes to 
come in the future. 

The OFA also held a luncheon meeting in New York, 
recently, with Miss Alice Thain, New York Telephone 
Co., as the speaker. Her topic: “Solving the Office Man- 
ager’s Telephone -Headaches.” 


The December meeting of the Records Management 
Association of New York, was held at the Martinique 
Hotel, New York. Following the business meeting, mem- 
bers and their guests heard Margaret L. Hudson, super- 
visor of the general files department, National City Bank 
of New York. She spoke on “Short Cuts and Simplifica- 
tion Through Streamlining Procedures.” Mrs. Hudson’s 
talk was the same given by her at the 19th annual Mid- 
west conference on filing and records administration at 
Chicago’s Edgewater Beach Hotel. As supervisor of a 
file department, she manages the flow of 10,000 pieces of 
correspondence daily. 

The meeting was held in holiday fashion in keeping 
with the Christmas season. Everyone present participated 
in a grab-bag, which featured small gifts which each per- 
son contributed beforehand. Ethel A. Carew, president 
of the Association, presided at the meeting. 
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CONVOY chew-Coard/* 
STORAGE FILES 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files . . . are priced 
in the corrugated paper board 
range—with serviceability in the 
steel range . . . take less than 
10% more space than steel files 
... can be stacked to the ceiling 


i without supports . . . mate to- 


* gether top-to-bottom and lock 
Me together side-to-side . . . have 
adi wax-like texture that makes 


drawers slide easily . . . are ship- 
by pounds is only a part ped assembled for easy installa- 

the load these won tion without tools ... are water 
files will carry and permit . ° * 
Scan eperation of the resistant — moisture will not 
drawers! weaken them. 


(*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 


You'll like Convoy quality and CONVOY 
economy. Write today for de- Ri , 

scriptive folder and prices on board 

14 standard sizes. STORAGE FILES 
CONVOY, INC. « P.O. Station B, Canton 6, Ohio 


ACCOBIND FOLDERS 
Easy to Use 
because they’re 
Profitable to Buy 


ACCO PRODUCTS, Ine. 
OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


Se 
INDIAN SMOKE SIGNALS WERE USED Qe 


ON OUR WESTERN PLAINS BECAUSE : 
THEY COULD BE SEEN FOR MANY MILES... wa 


NU-VISE PROJECTING SIGNALS 
FOR BUSINESS CONTROL SYSTEMS ARE 
EQUALLY DISTINCT AND EFFECTIVE 

IN COMMANDING PROMPT ACTION. 


SIGNALS 
and MAPTACKS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 


Be sure to look 
for this name - 


it’s the only way to be sure! 


THE ARTGUM BRAND, standard for half 
a century. A product of The Rosenthal Co. 


45 East 17th St., New York 3. 
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TRANSFILE 
2) TRANSFER FILES 


are the practical, low cost method of keeping 
semi-active and inactive records accessible at all 
times. Reinforced by steel, each file is a complete 
filing unit in itself. Units can be stacked into 
strong, rigid batteries. Steel front is available 
on 2 styles. Roller bearing drawer suspension is 
available on the De Luxe model. Check your 
stock and order today. 


e3 STYLES e 13 SIZES 
Write for Your Gussco Filing Supply Catalog 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


CLASSIFIED ADVERTISING 


i A SIR SI 


Rates are |5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Help Wanted—Male 


BRANCH MANAGER WANTED—Leading steel office furniture manu- 
facturer desires applications from men experienced selling office equipment 
te erge national accounts and with ability to train roe direct salesmen. 


BUSINESS MANAGER, 45 to 50 years of age; for large health er- 
ganization; only qualified person with extensive experience in office man- 
agement, accounting, purchasing, personnel practice need apply. Business 
Administration degree preferred. Write fully stating education, qualifica- 
tions, experience; salary required. -83. 


Position Wanted—Male 


PERSONNEL ASSISTANT, M.A., desires career in personnel. 5 years’ 
experience wage and salary administration, job analysis, evaluation and 
statistics. Married, 28, responsible. Re-locate. OM-85. 


ASSISTANT SALES—Advertising Manager: Over 11 years experience 
administrative capacity handling technical correspondence, sales-production 
liason system supervision. Four years successful sales promotion for 
manufacturer through dealer/distributor outlets. OM-87. 


Employment Service 


CONTAIN THE STRONGEST AND 
FUSE-TEX SMOOTHEST LEADS YOU CAN 
ueaps. «= }\~—Ss BUY FOR COMMERCIAL USE. 


NATIONAL PENCIL CO. 
SHELBYVILLE, TENN. 


220 FIFTH AVE. am 
NEW YORK 4, If your 


local supplier 


N. Y. 
\ you... write 
i laaiebtenahendl 


to us for free 
sample 
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QUALIFIED MEN whose earnings have been $3,000 and up. This 

fidential exchange, now in its 19th year of service to hig! -grade 
men, specializes in individualized versenal service, in opening contacts 
and n iating for satisfactory sala positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 


BUSINESS ADM.: For Profs. Advertising, Accounting, Mgt., Mktg., 
Retailing. etc. Master-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (39 years recognized standing and 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present position 
rotected. rite for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
uffalo 2, New York. 


For Sale or To Buy - 


WANTED TO BUY: Remington Rand Dalton Model 890J, dual post- 
ing and Remington Rand Model 85 or 285. Write Susquehanna Waist 
Co., Upland, Pa. 


USE THE WANT AD COLUMNS 
TO SATISFY YOUR WANTS 

To fill a job (permanent or temporary). 

Need a high calibre man for that specialized 
position? 

Would you like to sell or buy used office 
machines? 

You will find these columns a quick medium 

to solve your problems. 


See listing at the top of this page for rates. 


OFFICE MANAGEMENT 
and Equipment 
212 Fifth Avenue New York 10, N. Y. 
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WITH THE ASSOCIATIONS 


The third in a series of lectures was the feature of the 
recent dinner meeting of the Transcription Supervisors 
Association of New York, which met at Whyte’s Restau- 
rant, New York. Hiram S. Hall, vice-president for per- 
sonnel, Bigelow-Sanford Carpet Co., was the speaker. In 
his topic, “How to Deal with Union Problems Among 
Office Workers,” Mr. Hall discussed these phases: what 
‘ to know about the union; what to know about the collec- 
tive bargaining agreement, and how collective bargaining 
affects relationships in an office staff. 

Mr. Hall is chairman of the board of the Society for 
Advancement of Management, a member of the advisory 
council of the National Industrial Conference Board, 
chairman of the industrial relations committee for the 
Commerce & Industry Association, and chairman of the 
negotiating committee for larger companies in the carpet 
industry. 


Representatives of firms from five states attended the 
records institute, given recently at the offices of the Chi- 
cago Bureau of Filing & Indexing, Chicago. The sessions 
provided lectures by the staff of the Bureau and by visit- 
ing experts. Round table discussions of mutual problems 
and trips to representative filing departments were in- 
cluded in the curriculum. 

Guest lecturers include Mrs. Alva Menzies, A. R. Men- 
zies Associates, New York; Miss Ann Brewington, asso- 
ciate professor, School of Business, University of Chicago; 
Miss Donelda Schaible, personnel director, Washington 
National Insurance Co., Evanston, Ill, and Dr. Margaret 
Frank, Veteran’s Bureau, Chicago. 


National Office Management Association, in cooperation 
with the Office Equipment Manufacturers Institute, Metal 
Business Equipment Industry, and the Wood Office Furni- 
ture Institute, is rounding out plans for its 32nd annual 
Office Machinery & Equipment Exposition, to be held at 
the 71st Regiment Armory, New York, May 20th-23rd, 1951. 

The first day’s activities will include board and national 
committee meetings, a school for chapter secretaries, and 
the chapter president’s dinner. On Monday, May 2lst, at 
1@ A.M., the conference will officially open with the dis- 


A. C. Spangler 


cussion led by a national personality who will discuss “The 
Conservation of Human Resources in the Office,” says 
A. C. Spangler, director, conferences and expositions, for 
the Association. Many other well-known speakers will be 
on hand to discuss current and future problems of the 
office. 

The Exposition, called the “All-Purpose Business Show,” 


will be held at the Armory, a few short blocks from the | 


Conference headquarters at the Commodore Hotel. The 
NOMA has provided 200 booths and every facility to 
insure the success of the show, Mr. Spangler says. 

H. J. Brogley, Johnson & Johnson, New Brunswick, 
N. J., is general chairman of the conference and exposition 
committee. He states that additional details, along with 
registration and hotel reservation forms are being mailed to 
every member during January. Additional information can 
be secured from national headquarters, 132 West Chelten 
Ave., Philadelphia. 


Different? —Yes— but 
exactly alike in their 
dependence upon 
BEACH'S 
“COMMON SENSE" , 
EXPENSE BOOKS}: 


to keep track of their 
traveling expenses. 


Beach Publishing (0. | 


7338 Woodward Ave. 


Aeesttsis 


Detroit 2, Mich. 


“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 


The most efficient and economical 
binding posts obtainable for use in 
conjunction with various types of 
sie aig: BINDERS. 
Lengths: 1, 14, 2, 2'/o, 3 and 41/2" 
Expansion up to 7!/2 inches 
Extension lengths and Posts with re- 
movable heads are also available. 
Prices with full details on request. 
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Spring Jaws 
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permit removal or 
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Large openings covered by transparent 
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Seemesaie | labels in perforated strips for typing. 
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Sold by leading stationers, U. S. and foreign, or sent post- 
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